CHUONG 3.
KY NANG TRA LOI PHONG VAN VA THUONG LUQNG

Muc tiéu chwong:
Sau khi hoc xong chwong 3, sinh vién cé thé:
Vé mat kién thirc
- Hiéu duoc cac ndi dung can chuén bi cho mét cudc phong van tuyén dung
- Hé théng hoa cac nguyén tic giao tiép trong xin viéc.
- Téng hop duge cic yéu t6 can thiét dé c6 duge mot budi phong van thanh cong
Vé mat ky nang
- Xay dung duoc tac phong chuyén nghiép khi phong van
- C6 chién lugc chuan bi tra 10i cac cau hoi tuyén dung
Vé thdi do
- Ty tin budc vao cudc phong van

- Thé hién duoc nang lyc ban than trudc nha tuyén dung
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Noi dung chwong:
3.1.Cac dang bai kiém tra thwong gip trong tuyén dung

Bai kiém tra tuyén dung 1a dang kiém tra tam 1y, doanh nghiép thudng sir dung
trong qua trinh tuyén dung dé lya chon tng vién phu hop tir vo van cac hd so du
tuyén. Bai kiém tra tuyén dung c6 thé c6 nhiéu dang nhu kiém tra tinh toan nhanh
(numerical reasoning test), kiém tra doc, hiéu va tu duy (verbal test), bai kiém tra kha
nang xir Iy tinh hudng (situational judgment tests), bai kiém tra kha nang tu duy logic
(logical reasoning test)...mdt s6 cong ty chuyén nghién ctru va cung cap bai kiém tra

dang nay bao g@)m: Ceb’s SHL, Kenexa, Aville, Talent Q, Cubiks...

Bai kiém tra tinh toan nhanh (numerical reasoning test)

Cau hoi ciia bai kiém tra nay vé toan hoc. Thi sinh duoc cung cap thong tin dudi
dang biéu db hodc bang thong tin. Thi sinh dugc yéu cau tinh toan bang cach sir dung
ty 1¢ phan tram hodc cic ty s6. Thong qua bai kiém tra tinh todn nhanh, thi sinh s&
dugc danh gia kha ning lam viéc voi con sé va k¥ ning quan sat va doc hiéu. Trong
bai kiém tra nay, thuong c6 tdi da 20 ciu hoi, thi sinh c6 khoang 1 phiit cho mdi cau.
Tuy vao vi tri tuyén dung, mtc d6 khé va thoi gian 1am bai cia mdi bai kiém tra tinh
toan nhanh s& khac nhau. Hau hét cac big 4 déu sir dung dang bai kiém tra tinh toan
nhanh trong quy trinh tuyén dung nhan vién.

“Tric nghiém 1y luan s hoc” 1a mot thuat ngir chung chi nhitng danh gia vé mat
tinh toan tir toan hoc co ban cho dén 1y luan phé phén. Sy da dang cua cac loai bai
kiém tra dugc sir dung va twong tmg véi nhiéu cap do cong viéc: tir vi tri quan 1y cp
cao, nhirng cong vi¢c thudc vé quan ly va dao tao cho dén céac vi tri thude vé hanh
chinh va ban hang. Trac nghiém kha nang tinh toan 1a loai kiém tra nang khiéu va
tam 1y clia cac (mg clr vién pho bién nhat cho nén day 12 loai tric nghiém ma ho phai
d6i mat trong bat ky trung tdm danh gia hay quy trinh tuyén dung nio. Trong tat ca
cac cap do, ngudi thir nghiém dugce danh gia vé “kha ning hiéu va dua ra quyét dinh
dua trén cac dir lidu s6” - mot k§ ning cuc ky can thiét trong nhiéu cong viéc ngay

nay.
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Kiém tra s6 hoc dugc thiét ké dé tim ra nhitng k¥ nang va kha nang can thiét trong
hau hét moi cong viéc. Toan co ban gdm bon phép tinh :cong, trir, nhan, chia hay tinh
phan trim va ty 18 13 mot trong s6 nhiing cai tén ma tat ca déu la nhitng k¥ ning tinh
toan can ban can thiét hang ngay. Kha niang hiéu va phan tich biéu db, dit liéu s rat
can thiét cho nhom vi tri ddo tao va quan Iy. Néu ban dang 1am viéc trong linh vuc
tai chinh, ngan hang, thi k¥ nang lap luan tai chinh 1a bat buc phai c6. Cong viéc k§
thuat thuong yéu ciu Gng vién phai c6 k¥ ning nhay bén va tap trung khi 1am viéc
v6i cac dit liéu sd. Ly luan phé phan 1a can thiét d6i v6i nhiéu vi tri cap cao va k¥
nang lap du toan dé 1am viéc mot cach nhanh chong 1a mot 1gi thé 1on trong nhiéu
viéc.

Link free numerical test:https://www.jobtestprep.co.uk/numerical-challenge

Bai kiém tra dgc, hiéu va tw duy (verbal test)

Trong bai kiém tra ndy, thi sinh s& duoc cung cap bai doc. Trong mdi cau hoi, thi
sinh s& duoc cung cip thong tin va dugc yéu cau so sanh thong tin cia cau hoi véi
thong tin ctia bai doc dé tra 10i cac dang cau hoi 'dung', 'sai’ hodc 'khong thé két luan'.
Pé c6 cau tra 1oi dung, thi sinh phai st dung k¥ ning doc, hiéu va tu duy. Viéc doc
k¥, cht y dén nhiing chi tiét nho vé sy khac nhau gitra thong tin cta cau hoi va bai
doc 12 vo cung quan trong. Cling nhu bai kiém tra tinh toan nhanh, thoi gian lam bai
va muc do kho cta bai kiém tra tily thudc vao tir vi tri tuyén dung. Hau hét cac big 4
déu str dung dang bai kiém tra doc, hiéu va tu duy trong quy trinh tuyén dung nhan
vién.

Nhiing k¥ ning duoc do trong mot bai kiém tra doc, hiéu va tu duy 13 k¥ ning st
dung ngdn ngi tiéng Anh, tiry thudc vao timg bai tric nghiém cu thé. Cac k§ ning c6
thé dugc chia thanh cac nhom sau:

+ Tir vung: Sy am hiéu ctia ban vé nhimg tir thudc chuyén mén coéng viée (tir
chuyén nganh). Piéu nay duoc do luong thong qua cac tric nghiém nhu cau hdn hop,

hoan thanh cac bai ki€m tra cau, kiém tra chinh ta ...

69



+ Ngit phap: Céc trac nghiém kiém tra hiéu biét ctia ban vé ngir phép tiéng Anh
va kha ning nhan ra cau trac ngit phap pht hop. Ngir phap dugc do thong qua cac bai
tap nhu hoan chinh cdu, xac dinh cic cau dung tiép theo trong mot doan van.

+ Hiéu nghia: Hiéu nghia 14 kha nang hiéu thong tin trong van ban, phan tich va
giai thich nhing gi ban da doc dé tra 15i ciu hoi.

+ Bién luan: Bién luan 1a mot bién phap dé do ludng cach ban phan tich thong tin
da cho. Trong do, ban thuong dugc yéu cau dé xac dinh xem mét phat biéu la ding
hay sai dua trén cac thong tin dd c6, cho du nhimg dit lidu dugc cung cip mot cach
khong day du va 16 rang.

Link free verbal reasoning test: https://www.jobtestprep.co.uk/freeverbal.aspx

Bai kiém tra kha ning xir Iy tinh hudng (situational judgment test).

Bai kiém tra ndy thuong duoc cac cong ty sir dung véi cac bai kiém tra tuyén dung
khac, sau khi thi sinh d vuot qua vong hd so. Trong bai kiém tra nay, thi sinh phai
giai quyét cac tinh hudng cong viéc dé doanh nghiép danh gia duoc cic uu tién va gia
trj ma thi sinh dang theo dudi dé tir d6 tim mg vién ph hop véi doanh nghiép. Bai
kiém tra cung cap cho thi sinh céc tinh hudng vé mau thuan va van dé phat sinh trong
cong viéc, trong moi quan hé giita cp trén va cap dudi, gitta khach hang va dai dién
cong ty va giita ddng nghiép voi nhau (giao tiép trong ndi bd td chirc va giao tiép véi
khéch hang)

Thudng c6 2 dang cau hoi: (1) thi sinh duoc yéu cu chon giai phap tot nhat trong
cac giai phap cau hoi dua ra; (2) thi sinh duoc yéu cau sap xép thir tu quan trong clia
giai phap (tir giai phap tét nhat dén giai phéap té nhat)

Link free situational judgment test:

Https://www.jobtestprep.co.uk/practice_situational judgement

Bai kiém tra tu duy (logical reasoning test)
Bai kiém tra nay khong phai 1a bai kiém tra doc hiéu hay bai kiém tra vé toan. Bai
kiém tra nay thuong dugc goi 1a bai kiém tra phi ngon ngir (non-verbal test). Bai kiém

tra cung cap mot sd anh, hinh va khéi duge sap xép theo mot logic nao dé. Thi sinh
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s& phai chon anh, hinh hodc khdi dép tng quy luat logic cua cac hinh da cho. Hoic
thi sinh dugc yéu cau nhom anh, hinh va khéi theo mét logic nao do.
Link free logical reasoning test:

Https://www.jobtestprep.co.uk/logicalreasoning.aspx?Affiliateid=10190

Bai kiém tra tuyén dung cu thé & mdi cong ty trong nhom Big4 (khi noi dén
big 4, ngudi ta nghi ngay dén 4 cong ty tu vén tai chinh, ké toan va kiém toan 16n
nhat trén thé giéi. Néu ban c6 ké hoach ndp don tng tuyén vao Big4, viéc vo clng
can thiét 12 ban can hiéu rd cac dang bai kiém tra Big 4 thudng sur dung trong qua
trinh tuyén dung):

+ Deloitte: bai kiém tra tuyén dung cta Deloitte dugc cung cip boi Kenexa bao
gom:

Bai kiém tinh toan nhanh:

Https://www.jobtestprep.co.uk/practice-nrt-kenexa? Affiliateid=10190

Bai kiém tra doc, hiéu va tu duy:

Https://www.jobtestprep.co.uk/kenexa-vrt-practice? Affiliateid=10190

+ PWC: bai kiém tra tuyén dung cta pwc dugc cung cap boi Ceb’s SHL bao gdom:
Bai kiém tra tinh toan nhanh:

Https://www.jobtestprep.co.uk/pwc-numerical-test

Bai kiém tra doc, hiéu va tu duy:

Https://www.jobtestprep.co.uk/shl-verbal-reasoning-test? Affiliateid=10190

Bai kiém tra tu duy logic:
Https://www.jobtestprep.co.uk/shl-logical-inductive-

reasoning?Affiliateid=10190

Bai kiém tra kha nang xir Iy tinh hubng:

Https://www.jobtestprep.co.uk/sjt.aspx? Affiliateid=10190

+ E& Y (Ernst & Young) : bai kiém tra tuyén dung ctia E & Y dugc cung cap
boi Saville bao gdm:

Bai kiém tra tinh to4an nhanh:
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Https://www.jobtestprep.co.uk/saville tests?Affiliateid=10190

Bai kiém tra doc, hi€u va tu duy
Bai kiém tra vé bi¢u do (diagrammatic reasoning test):

Https://www.jobtestprep.co.uk/diagrammatic.aspx?Affiliateid=10190

Mot bai kiém tra trén thuong gém 8 cau hoi va tra 10 trong 6 phit. Cac bai kiém
tra ndi tiép nhau.
Bai kiém tra danh gia thé manh (Strengths Assessment test):

Https://www.jobtestprep.co.uk/sjt.aspx? Affiliateid=10190

+ KPMG: bai kiém tra tuyén dung cia KPMG duoc cung cap bai Cubiks bao
gom:
Bai kiém tra tinh toan nhanh: 24 cau hoi, thoi gian 1am bai: 20 phut.

Https://www.jobtestprep.co.uk/cubiks-tests? Affiliateid=10190

Bai kiém tra doc, hiéu va tu duy: 40 cau hoi, thoi gian 1am bai: 20 phut.

Https://www.jobtestprep.co.uk/cubiks-tests? Affiliateid=10190

Bai kiém tra kha nang xur 1y tinh hudng:

Https://www.jobtestprep.co.uk/kpmg-online-tests

Phéng van thir — free online test

« Phong vén thir — free online test

Ban 1a sinh vién nam cubdi va c6 ¥ dinh ndp don vao cac cong ty kiém toan va tu
véan cho chuong trinh fresh graduate 20162 Ngoai viéc chuan bi tt kién thirc chuyén
nganh vé ké toan tai chinh, kiém toan & thué, ban cling can phai chuén bj tot cho cac
budi phong van.

Hay tuong tuong ban dang ndp don vao vi tri tre 1y Kiém toan cia mot cong ty
big 4 va yéu cau tuyén dung ctia ho nhu sau:

“we’re looking for graduates who are proud to work at xyz. Team players who are
also innovative thinkers, people who relish the challenge of solving problems and

who can communicate their ideas with conviction and passion. People have a real

passion for learning, who want to be at the leading edge of their chosen profession,
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and who want to make a difference. People who display integrity and objectivity in

everything they do. Details as follow:

o Graduates with a degree in accounting, auditing, economics, commerce,

finance, banking, tax, law, foreign trade, or other related fields

o An excellent command of english, both verbal and written, and a good

command of spoken and written chinese (mandarin) is an advantage.
o Computer literacy
o Excellent communication and interpersonal skills
o Team work spirit
o Commitment and drive.”
Trong budi phong véan, ban duge dit nhitng cau hoi dudi day, ban sé& tra 10i nhu

thé nao dé nha tuyén dung chon ban? Hay thir lam bai test sau ddy va xem két qua:

1. Ban hiy tu giéi thiéu vé ban thin minh (ciu héi diu tién ciia budi phéng

van) *
o ©  a. Ban s& gidi thiéu tén va tat ca nhiing chi tiét ghi trong CV
o © b. Ban sé& gi6i thiéu tén, ban dén tuyén cho vi tri ndo, ban tot nghiép

truong nao, cd tham gia hoat dong ngoai khoa, c6 tham gia lam thém

o ¢ ¢. Ban s& gidi thiéu tén, diém manh cua minh dé cho ching minh
cho nha tuyén dung thay ban phu hop véi vi tri ing tuyén

2. Muc tiéu nghé nghiép 5 niim sip téi ciia ban la gi? *

o © a. Em muén tré thanh truong phong kiém toan. Va dé dat duoc diéu

nay, em da c6 ké hoach hoan tat chwong trinh ACCA trong vong 3 nim.
o “  b. Em sé& hoc master
o ¢ ¢. Em s& m¢& 1 doanh nghiép riéng
3. Tai sao ban lai chon nganh kiém toan? *

o © a. Nganh nay cho em co hoi di day di d6 nhiéu
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o ' b. Ban s& ké mét cau chuyén vé mot nguoi/mot dip nao d6 ma ban
c¢6 dip dugc biét va hiéu rd vé nganh kiém toan (nhu cong viéc ludén doi méi vi ¢o co
hoi tiép xtic voi nhiéu loai hinh doanh nghiép khac nhau, cong viéc doi hoi tinh
chuyén nghiép cao dé qua d6 ban rén luyén dugc phong cich lam viéc chuyén
nghiép...). Va tir 46 ban nudi dudng dam mé vé nganh kiém toan

o ¢ ¢. Nganh nay c6 thu nhap cao va em c6 co hdi duogc cong ty tai trg

hoc ACCA

4. Piém manh cua ban la gi? *

o © a. Ban néu 2 diém manh phu hop véi yéu cau tuyén dung va dua ra
vi du dan ching rang ban c¢6 nhitng diém manh nay.

o “ b. Ban néu 2 diém manh ctia minh phu hop véi yéu cau tuyén dung
(1ay tir phan quang cio tuyén dung & trén)

o ¢ ¢. Ban néu hang loat diém manh cua minh

5. Ban c6 sin sang lam vi¢c thém gio khi cong ty yéu ciu khong? *

o ¢ a. Em nghi em s& cin nhic
o © b. Lau lau méi lam mot ngay thi chac khong c6 van dé gi
o © ¢. Em hiéu 1am kiém toan thi s& phdi 1am viéc vé tré khi dén mua.

Em da chuan bi sin sang cho viéc 1am ngoai gi® nhu nhd gia dinh ting ho va hd tro
em khi lam viéc ngoai gio.

6. Mirc lwong em mong muon la bao nhiéu? *

o © a. Em nghi véi sinh vién tot nghiép dai hoc xyz nhu em, mirc lvong
phaila...... d6ng mai xtimg dang
o ©b. Viéc ¢6 co hoi lam viéc trong mdi truong chuyén nghiép 1a quan

tam hang dau cua em nén em khong c6 mot mong doi cu thé vé luong

o © ¢. Em thay ban em 1am tro 1y kiém toan & cong ty big 4 khac duoc
offer lwong 13 ..... ddng nén em mong mudn em ciing dat dugc muc luong do.
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Ho va tén *

—

Cong ty/ trwomg: *

—

S6 dién thoai: *

—

Email: *

—

3.2. Nhirng cong viéc cin chuin bi trwéc phéng van
3.2.1. Chuén bi trang phuc phéng vin

Néu CV (curriculum vitae — hd so xin viéc) 13 an twong dau tién 1am cho nha tuyén
dung xem xét & vi tri cong viéc, thi hinh dnh ngudi dy tuyén tao ra trong cudc phong
van 1a mot yéu td cam tinh c6 tac dong rat 1on dén sy lya chon. Bén canh d6, chuan
bi trang phuc chu ddo cho mot budi phong van khong chi tao nén 4n tuong tot cho
nha tuyén dung ma con gitp ban cam thay tu tin hon. Nhiéu nha tuyén dung cho biét
trang phuc khong phi hop chinh 1a mdt trong nhimng yéu t6 khién cac img vién bi tir
chéi trong cac budi phong van. Chon bo trang phuc c¢6 thé mang thanh cong dén voi
ban chir dimg dé nhiing diéu don gidn nhu mic trang phuc khong phu hop 1am anh
hudng dén co hoi nghé nghiép cia ban.

An tuong dau tién thudng chi kéo dai trong vong 20 gidy, do d6, phai chon cach
an mac phu hop khi budc vao cudc phong van. Diéu nay cé nghia 1 ho s& danh gia
ban thong qua vé bé ngoai va cach tng xir ban dau cia ban, vi thé cich ban chon
trang phuc 1 rat quan trong t6i thanh cong ciia budi phong van. Cach an mic cia ban
c6 thé ting hodc giam co hoi gianh dugc cong viéec mai cho ban, vi vay, hiy an mic
pht hop dé nguoi phong van c6 thé tin nhiém ban hon. Qua trinh phong van kha cing
thang, vi thé viéc thé hién tot ban than ciing 1a mot cach gitp ban tao an tuong tich

cuc ban dau va tién gan hon téi vi tri ma ban Gng tuyén.
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R rang, hinh anh khong phai 14 co s& dé phan xét nhung ban van khong thé cir
mo t0 quan 40 va chon bd quan 4o hang ngay ctia minh dé di phong van. Ban c6 thé
rot mot cudc phong vén, d6i khi chi vi bd dd ban mic khong chuyén nghiép, dac biét
1a khi ban ndp don cho cac cong viéc phai gap mat khach hang thuong xuyén hoac
trong cac sy kién sang trong. Vi vy, trudc khi phong van, diéu dic biét can thiét 1a
danh thoi gian chuan bi va chinh trang trang phuc, ngoai hinh cho chinh ban than
minh.

Tuy vao vi tri tuyén, ban c6 su lya chon trang phuc khéc nhau, nhung tgu trung
lai, du ban mic thé nao thi cling phai dam bao du cac yéu td: phu hop, diing dén, lich
su, thong minh nhung ciing that dang cap. Thong thuong, 4o vest den két hop somi
trang 1a Iya chon phd bién véi ca hai phai. Tuy nhién, cach két hop cac moén d6, dau
toc, phu kién cua nguoi lam tai chinh, hanh phdp... khac hoan toan véi cd nhan lam
cong tac xa hoi. Ban co thé chon mau trung tinh nhu xanh hai quéin, xam, be, oliu hay
trang va den. Can tranh mau qua dam hodc qua chéi boi chung 1an 4t ca tinh ctia ban,
khién ngudi phong van xao lang hodc c6 4n tuong sai vé ban.

Khoéng hé phi pham néu dau tu mot bod vest dat tién, chat vai tt, phom dang vira
van, tuy nhién, néu cong viéc khong doi hoi mac dung dén, trang trong thi ban co thé
thay thé bang blazer tré trung, nang dong. Khi di phong van, ban c6 thé deo phu kién
nhu déng h, nhan, khuyén tai ban nhé kém theo mdt chiéc tui, cap tap, vi da tbt thi
cang hoan hao. Mot d6i giay danh bong chin chu v6i mau sic hoa hop véi lan da (nhu
be, nau) la doi hoéi bt bude. Doi khi, trang phuc binh thuong c6 thé duoc tén 1én nho
d6i giay tot. Ban nén han ché di gidy ho mili dén mét cudc phong van.

Hay mic nhitng trang phuc dem dén cho ban sy thoai mai. Nhitng bd dd khong
qué chat, khong khién ban phai mét thoi gian dua tay chinh sira mdi lan dimg 1én ngbdi
xuéng s& dem dén cho ban su tu tin hon. Ban nén tranh mic nhitng trang phuc mau
sdc ndi bat, vai bong hodc hoa van sic sd. Xanh nhét, xam sadm dugc khuyén nén
dung vi chiing khién ban tréng chitng chac hon (cac sép thudng cé cam tinh véi nhitng
nhan vién c6 phong thai chitng chac, tu tin). Tranh xtc qua nhiéu nuéc hoa hoic ding
nudc hoa mui manh. Nudc hoa c¢é thé 1am anh hudng dén cam xuc ciia nguoi phong

van, vi the, tot nhat 1a ban nén gitr cho minh mdt khodng cach an toan.
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** MQT SO LOI KHUYEN CHO TRANG PHUC PHONG VAN VA TAC
PHONG CHO CUQC PHONG VAN:

Cich thé hién ban than phu hop

Dimng to ra hoi hot khi thé hién ban than tai cong s&. Moi ngudi thuong tao 4n
tuong dau tién bang vé bé ngoai cua ho,vi thé ban khong nén day ngudi phong van
hay khach hang ra xa khoi ban ngay tir 1an gip dau tién bdi trang phuc ban mic.
Néu ban khong biét mac gi khi dén moi truong lam viéc mdéi, hdy chon nhiing bo
d6 cong so truyén théng. Cach an mic cia ban s& khién cip trén, déng nghiép va
khach hang cia ban hiéu cach ban tiép can cong viéc, vi vay hay thé hién su chuyén
nghiép, kha ning, dinh huéng va sin sang khi gip khach hang. Hay nhé nhiing kiéu
trang phuc dugc cho 1a thich hop hodc hp dan & noi ndy s& khong gidng nhu & noi
khac. Khong mac nhiing bo dd ma ban mic di choi tai cac san nhay dén céac budi

phong van.
Tuin theo quy chuin trang phuc

Mot sb cong ty co yéu cau riéng vé trang phuc, trong trudng hop ndy, ban s& dé
dang dé biét chinh xac nhiing trang phuc dugc ch?ip nhan dé mic tai noi 1am viéc.
Tuy nhién, ddi voi rat nhiéu cong ty, ban s& phai quan sat nhitng cach moi ngudi
dang mic trang phuc dén van phong. Thong thudng, hiy cd gang dn mic phu hop
v6i cong viéc cua ban. Quan sat cach an mac cua sép hoac cép trén cua ban, ban sé
thdy ho ludn tu tin khi xuét hién trudc moi ngudi trong bo dang ludn twom tat. Vi
vay, ban nén ¢ ging mic gidng nhimg ngudi & vi tri cao hon ban.

Mic du ban luén mubn xuét hién that chuyén nghiép noi cong so thi ban ciing
khong nén dn mic qua trinh trong trong méi trudng lam viéc ty nhién. Hay chac
rang ban lu6n lya chon nhing trang phuc phi hop véi méi truong lam viée ciia ban.
Ludn an mic theo dung yéu ciu cua cong viéc.

Tw nghién ciru hodc goi cho I tin ciia cong ty

Trudce khi dén phong van, ban nén xem trude hd so cong ty. Hiy nghién ctru
day du vé vi tri ban dang thi tuyén, cho du d6 1a vi tri tim thuong nhat. Biét rd vi

sao ban lai mudn gianh duoc vi tri d6 hon cac tng vién khac ludn rat quan trong.
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Hay thé hién mat tot nhat ctia ban than khong chi bang 10i ndi, ma con bang trang

phuc cua minh.
Phu kién gon nhe

Bong tai ltic lic s& khong pht hop mic du ching rat tuyét cho cac bita tiéc hay
quang cio. Phu kién don gian nhu bong tai ngoc trai hay dong hd deo tay s& phu
hop hon ca. Qua nhiéu phu kién s& khién cho ban trong c6 vé tuy tién. Trén thuc
té, khong deo phu kién gi 1a tot nhat, nhung deo mot hodc hai thir ciing cé thé chap
nhan duoc.

Giay kin miii 1a diéu bit bugc

V&i moi vi tri van phong tiéu chuan, ban phai di gidy kin miii, thay vi loai giay
suc hay sandal — mét giay duoc phu nit ngay nay wa chudng. Nhitng d6i gidy kin
miii khong chi khién ban nhin chuyén nghi€p hon, ma con bao v¢é doi chan cua ban

khéi bat ctr tai nan nao c6 thé xay ra trén dudong dén noi phong van xin vigc.

An mic phi hop véi tiii tién

Di nhién, néu ban c¢6 tién, ban c6 thé mua mdt vai by vét, vdy va quan sang
trong. Song ban cling khong can phai an mdc giong nhu chu tich ctuia cong ty chi
de lam ho hai long. Hay chi tiéu phu hop véi ngén sach, bdi ban cé theé c6 deén 2

cudc phong van trong mot ngdy va nhiéu cudc phong van khéac trong mot tudn.
Khéong mic dd qua chit va trang phuc qua binh thwong

Phong vén xin viéc, nha tuyén dung, phong van xin viec, tuyen dung, phong
van, xin viéc, trang phuc khi phong van, trang phuc phéi nir

Quan 4u va 40 so mi cach diéu don gian 13 du, khong nén dién dd qué cau ky,
dat d6 nhung ciing khong dugc qua so sai

Ngudi phong van ban 1a nam hay nit khong quan trong. Du thé nio, ban ciing
khong nén mic vy ngan, quan 4o thiéu vai va nhiing trang phuc binh thuong khac
ma c6 thé dé lai an tuong cho ngudi phong van rang ban khong thuc sy coi trong

cong viéc nay.
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Kiém tra lai trang phuc va mic thir

Khoéng co gi béng chuan bi kip thoi. Néu ban duogc thong bdo mot vai ngay
trudc lich phong van, ban nén kiém tra lai moi tht, dic biét néu ban khong dinh di
d6i gidy méi, mic vy méi, quan 40 moi hay céac trang phuc méi khac. Hiy dam
bao réng trang phuc cua ban da dugc giat sach s€ va la luot can thén. Hay kiém tra
va chuan bi moi thir tir trude, do d6 ban s& khong phai voi vang vao ngay hen phong

van.
Nhiéu qua ciing khong tot

Bt ctr tha gi, néu bj 1am qua 1én, cling s€ dé lai 4n tuong x4u cho nha tuyén
dung. Pimg in mic qué dién, ding trang diém qua ddm. Moi thtr déu nén gon nhe
va don gian. Ké ca nudc hoa ciing vdy. Ban chi nén str dung loai hwong thom nhe
dé di phong van. Ban khong phai dén dé bo bua ong chu twong lai ciia minh, cai

ban muodn 1a khién ho an tugng chir khong phai quyén rii ho.
V¢ sinh c4 nhan sach sé

Pay la diéu rt co ban ma ching ta thyc hién hang ngay. Du thé nio di nita, ban
chéac khong mudn di phong van xin viée véi mot mai toc chua chai, ring chua dénh,
va co thé thi c6 mui hoi. Hiy dam bao méng tay di duogc cit tia, gidy dd dugc danh
bong, va di nhién, khong gi so dugc vdi huwong thom mat ty nhién toa ra tr mot co

thé vira tim rira sach sé.
Khoéng dung tui xach qua to

Trude khi nghi dén mét thoi trang, ban phai ¢ du cac dd dung can thiét trong
tai. Miac du ti x4ch tay ¢& 16n dang 1a mét thoi thuong hién nay, chii doanh nghiép
s& danh gia diéu d6 va cho rang ban dinh mang ca cin ho cia minh dén budi phong

van.
Trang diém

Ngoai viéc lya chon trang phuc, gidy, dép ban cling can quan tam tdi toc, mong
va khau trang diém khi di phong van. Mong tay, chin ciing nén dugc cat tia va lam

trang, néu l1a nl ban cling c¢6 thé son mong dé tao an tugng, tuy nhién dirng nén
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chon nhirng gam mau qua choi dé son ma thay vao d6 hay la nhirng gam mau nhe
nhang va sang. V& phan trang di€m, nén nh¢ ban di phdng van xin viéc chir khong

phai di choi cung ban be.

Ban khong di du tiéc va can phai bui téc hay lam xoan. Ban ciing khéng can
phai khoe toc mai bang mdi cat. Cai ban can 1a mdt kiéu toc don gidn ma ban co
thé gitr mot cach dé dang. Ban khong nén khién nha tuyén dung phai xao lang vi

van dé dau toc cua minh.

Nhin chung, ban khong nhat thiét phai qué cu ky trong viéc trang diém, nén
hay trang diém nhe thoi, tranh loé loet, phai 1am sao dé van ton 1én dugc nhitng nét
dep tu nhién von ¢6 cta ban.

Giao tiép bang mit

Diéu quan trong khi noi chuyén véi ngudi khéc 1a giao tiép bang mat dé ho thay
muc do trung thuc va tu tin cta ban. it giao tiép mét c6 thé 1a mot dau hiéu cho
théy ban dang lo léng, nhut nhat hodc ban khong mudn noi chuyén véi khac. Béng
cach do, ban gay an tuong xAu voi nha tuyén dung, do vay, co hoi that bai ctia ban
rat cao. Néu ban khong thé, hay ty thyc hanh giao tiép bang mat qua guong.

Cir chi

Dé thé hién sy ton trong ciia ban vao ngay dau tién gap nhau, hiy bat tay. Thong
thuong, ngudi ta thue hién nhu 1a mot cach thirc, chi co rét it trong sé ho biét cach
bat tay chinh x4c. Bit tay phai chit, nhung khong qua manh, ngay & long ban tay.

Nha tuyén dung c6 thé biét cam xuc ctia ban chi qua nhiing cir chi thoi. Néu ban
che phia trudc cia ban bang cach khoanh tay, va chan bat chéo, ho s& nghi rang
ban dang bao vé chinh minh va & vi tri cao hon ho. P6 1a mot hinh anh xau trong
mét nguoi tuyén dung. Khong dugc can mong tay, hodc choi dua véi toc, vi do 1a

mot ddu hiéu cho thay ban dang cing thang va bat an.

** MOT SO LUU Y CU THE VE LUA CHON TRANG PHUC PHONG
VAN DANH RIENG CHO TUNG GIOI:

+ D6i v&i niv gioi:
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o Trang phuc cong so:

Phu nit ¢6 lgi thé cho su linh hoat va sang tao khi lya chon tu quén 4o cua ho.
Tuy nhién, lam qua thi cling chua han 13 diéu hay. Trang phuc cong so khong can 4o
vest 14 lwa chon tot nhat cho cudc phong van. Mic dam khi di phong van khong phai
1a mot y kién tét. Cac cong so ciing khong chap nhan nhan vién mic quan jean, vi
chung trong thiéu nghiém tic. Tot nhat 13 ban nén mac so-mi va quan hodc vay chir
a ngang dau gdi. Néu phong van xin vao nhitng vi tri nhu nhan vién kinh doanh, nhan
vién cham s6c¢ khach hang, ban sé dugc hoan nghénh néu mic vest mau xanh nhdt,
xam, den di cing v&i 40 so mi tring, hodc xanh. Vay phai dai qua dau gbi va khong
duogc trén dau gbi qua mirc. Hoa tiét va mau sic quan 4o phai thanh lich va ¢ dién.
Vi du, déng b, vai tuyt, mau xanh, mau kaki, mau xanh duong den, va mau than.

o Giay:

Pé phu hop véi bo quan o, gidy dép nén theo phong cach c¢d dién. Khong nén
mang gidy qua cao. Nhitng d6i gidy cao khoang Scm c6 mau hop voi trang phuc s€
giup ban viing tin hon 1a nhiing do6i gidy cao Iénh khénh. Khong thu hit su cha y cta
nha tuyén dung bang cach mang gidy c6 mau tuong phan véi trang phuc. Khi budc
vao mot cudc phong van, hiy dit tat ca nhitng d6i dép, dép c6 quai hau hay bat ky
loai dép x0 ngdén & nha.

e Phu Kkién:

Hay mang d6i vé ¢ mau tring v6i mau da (khong st dung vo tring). Pung quén
mang that lung trong truong hop dong thing. Mau thit lung phai hop véi mau gidy
(vi du: den di voi den).

Hay cha y dén toc. Kiéu téc cling nén don gian va co dién. Néu toc dai, ban c6 thé
cot chiing lai dang sau cho gon gang. Tranh truong hop ban di xe may dén va toc ban
16i boi xda ngang lung.

Mang cang it trang sirc cang tot. Tranh mang nhiing trang sirc dong dua hodc tao
nén tiéng kéu mdi khi ban budc di. Néu ban deo hoa tay ¢ mili, 10ng may, ludi, nhat
dinh ban phai thio chiing trudc khi dén budi phong van. Hay tao mot vé ngoai chu
d4o cho ban than: cit tia mong tay can than, tranh son mong tay voi mau sic s& (néu
dang son mong tay, t6t nhét 1a ban nén chui sach mau son). Chi trang diém don gian,

khong dung nhitng mau ndi bat nhu: mat xanh, méi tim. Khong nén ding my pham
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c¢6 kim tuyén 1ap lanh. Trang diém nhe va thanh lich, khong d¢anh qua nhiéu mascara
va vién mat. Lam sach son méng tay hodc sir dung mau sac nhe. Ludn ghi nhé khong
stir dung qua nhiéu nudc hoa hodc nudc hoa c6 mui qua nong.

+ Poi vdi nam gidi:

e Trang phuc cong s6:

B6 quan 40 sim mau, c6 thé 13 mau than, mau xanh duong dam, va 6 liu den,
ludn 1a lwa chon tot nhét cho trang phuc phong van. Bo trang phuc bao gdm mdt chiéc
40 so mi mau sang va ca vat. Cé mot sé cong viéc ma khong doi hoi trang phuc phai
chuyén nghiép, tuy nhién, in mic lich sy van dugc danh gia cao.

Thong thuong, 40 so mi ¢6 mau tring, mau xanh ciing c6 thé chip nhan. Hai
mau ndy 13 su lwa chon an toan bai sy pht hop véi tat ca cac loai da va mau trang
phuc. Ngoai ra, hdy chon 40 so-mi c6 mau sdc ¢ dién nhu xanh ddm, xam nhat, ghi...
Pé tao cho minh mot vé ngoai chimg chac. Thit lung va gidy phai c6 mau tép véi
mau quan tdy. Mic 4o tay dai. Chon 40 c6 c6 va vai thoai méi dé dé dang hon trong
lac phong van.

« Cavat:

Néu tham gia budi phong van chon nhan vién cao cap (Giam ddc, Trudng
phong...), ban nén that ca vat. Mau ca vat phai hai hoa véi mau 40 so mi. Khong nén
chon ca vat ¢c6 mau sic sic s&. Ca vat duoc lam bﬁng lya va sam mau hon so vdi 4o
so mi va khong dai hon hodc ngan hon so véi day that lung. Tt hon 14 ca vat khong
nén cé nhing hoa tiét 1ap lanh.

e Giay dép:

Gidng nhu véi nit gidi, di phong van, dép hoic bat ky loai dép x6 ngén déu
khong thé chap nhan dugc. Gidy dép phai phu hop véi day nit, do d6, mau den 12 lya
chon hang dau. Tuong tu nhu vdy, nén lwa vé mau toi. Hay cha y dén doi giay cua
minh, khong nén mang nhiing d6i gidy cii k¥, son da. It nhat, ban ciling nén danh xi
giay cho mdi. Khi xin vao nhiing vi tri don gian nhu nhan vién binh thudng, ban cling
phai cha ¥ cach dn mic ctia minh. Ban van c6 thé mic 4o so-mi tring va quan tay,

giay sandal, nhung chu y, moi thr phai trong sach sé va gon gang. Ban khong nén di

82



phong van v6i mai toc dai ra xuéng mat, trir khi ban 14 dan 1am nghé thuat va mubn
xin vao mot cong ty quang cao.
e Phu Kkién:
Khéng xit qué nhidu nudc hoa. Cit toc gon gang. Khong hat thude trude khi
phong van, c6 thé dan dén hoi miéng va b trang phuc ciing bi bam mui. Khong mang

qua nhiéu do trang strc, mot chiéc dong ho 1a du
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** GOI' Y TRANG PHUC CU THE DANH CHO NU GIOI O MOQT SO VI TRi
TUYEN DUNG CU THE:

Vi tri diéu hanh, quan tri, tai chinh hoic cong viéc lién quan dén phap ly
Théng diép trang phuc: thé hién quyén lyc, sy kiém soat, uy tin cao.
Goi y: + Trang phuc mang tinh tuong phan cao, phom déng cung cép
+ Kiéu téc gon gang, chin chu
+ Phong cach make-up trung tinh, vira phai

+ Nir trang va phu kién dit tién.

£
.

Mot chiée do so mi trdang ddng cé dién, do blazer nhe nhang, chan vay bit chi la
sw lwa chon tinh té, lich sw va an toan. Luu ¥, chan vdy khéng nén qud ngan, chiéu
dai Iy twong la trén dau goi khodang S5cm. Ban ciing nén chon vest mau sdc hai hoa,
tranh mau néi bt va trang phuc c¢é nhiéu hoa tiét dé cho thdy sw nghiém tic, dding

tin cdy trong cong viéc. Vé phu kién, mét chiéc i xdch c6 kiéu dang don gidn,
khéng qud gia nhung ciing khéng nén cé nhiéu chi tiét tré trung 1a sw lwa chon tot.
Ban ciing nén tdu cho minh mét chiéc dong ho tot dé thé hién sw trang trong. Twong
tw nhie vy, can tranh nhitng doi gidy kiéu cdach, loe loet ma nén chon gidy cé dién,

don gian va toi mau.
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Vi tri ban hang, hanh chinh hodc cic viéc mang tinh xa hdi doi héi giao tiép
nhiéu
Thong diép trang phuc: thé hién tinh than trach nhiém, do tin cdy, su than thi¢n,
dé tiép xuc.
Goiy:  + Trang phuc mau am nhung diu mat dé tranh cam giac hung hing,
hiéu chién

+ Phom dang mém mai dé biéu 10 ban 1a ngudi dé gan, mém mong.

vV

Théng diép trang phuc: thé hién quyén lic, sw kiém sodt, uy tin cao. Nhitng
ngueoi xin lam viée ¢ vi tri nay sé ¢é cdch mdc twong tw nhw trén nhwng mém déo va
linh hoat hon. Ban ¢6 thé chon vay lien thanh lich, blazer trang nhd mau be, h(;ng
nhat, xanh nhat, mau nude. Tui xach nén chon logi co kich thudc vira phdi, kiéu
ddng tré trung nhwng van dam bdao dwoc yéu té thanh lich. Pong hé la phu kién
quan trong, thé hién ban thuc su la nguoi lam viéc dang tin cdy, coi trong cong viéc
va moi ngueoi xung quanh. Vi tat ca nhitng yéu t6 do, ban sé cho nha tuyén dung

thdy, ban cé thé tré thanh mét ngueoi lam kinh doanh, quan 1y c6 ndng liee, khéo léo.
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Vi tri Marketing, Quang cao, PR
Thong diép trang phuc: thé hién su sang tao, nang dong, nhiéu sang kién, thuc
té.
Goiy:  + Trang phuc c6 chi tiét tinh té hodc duong vién dam dé biéu hién su
sang tao.

+ Mau séc tuong phan dé boc 16 ca tinh nang dong, nhanh nhay.

+ Phong cach va xu hudng thoi thugng.

Nhitng nguwoi xin lam viéc & vi tri ndy can todt lén sy hién dai, phong cdch,
nhanh nhay bat kip voi thoi dai. Do do, su lwa chon an toan la ao so mi trcfng, chan
vay biit chi den va két hop véi mét chiéc do khodc c6 thiét ké dc ddo, duyén déng.
Bén canh db, ban c¢6 thé chon phu kién thodi mai va sang tao hon nhung van dam
bdo yéu 16 lich su. T hay vi nhitng chiéc d&ng ho cé dién, ban cé thé chon cdc loai
trang sikc dong hé cé kiéu dang trang nha, la mat. Tii xdch khéng nén cé khung

cung, thay vao do la kiéu dang va mau sac tré trung, hop mot.
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