TEN

Tudi: xx

CMND : XXXXXX-XX-XXXX
Gio1 tinh: F/ M

Déan Tdc -

T6n gido:

Tinh trang hon nhén :

bia chi: 123 Dia chi,

Puong, thanh phd, Tinh.
S6 dién thoai: +84 01 x xxx s6
Email: info@youremail.com

MUC TIEU NGHE NGHIEP

Tim kiém vi tri Tro' ly hanh chinh véi mot cong ty sé cho phép t6i str dung day da kha nang
quan ly van phong va giao tiép réng rai ctia minh d& mang lai loi ich cho tb chirc.

KY NANG
e MS Office: Xuat sac
e Phan mém ké toan: Trung binh
e Phan mém dd hoa: Trung binh
e Phan mém da phwong tién: Tt
e Ngbn nglr lap trinh: Nhe

KINH NGHIEM CHUYEN MON

10-12/2015 CONG TY QUAN LY DAT BAI BO THI NHA XANH
Thwc tap sinh tinh nguyén

e Duoc lwa chon dé nghién ctru va phat trién cac kj nang lanh
dao théng qua dao tao thwc té nang cao va bang cach thuc
hién cac dw an hanh dong xa hoi trong cac khu vuc can thiét
cua dia phwong

e Tang cwdng ky néng td chirc va kha néng lam viéc doc lap khi
la thanh vién ctla nhém

e Thuc hién ddng théi nhiéu nhiém vu trong méi trwérng van
phong.

6 - 9/2015 BOQ PHAN QUAN LY DO THI QUAN TAN PHU
Thwc tap sinh
e Cac cudc goi dén dwoc sang loc, ddng vai trd hé tro khach
hang / nha cung cap dau tién, bao cdo cac van dé quan trong
cho cac giam doc diéu hanh.
e Tao, cai tién quy trinh trong quy trinh lam viéc va x& ly tai liéu.
e Lén lich hop, hdi nghi, hanh trinh va sap xép chuyén di.
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1-2/2014 CONG TY QUAN LY PAT PAI VA MOI TRUONG H6 CHI
MINH
Thwc tap sinh

e Cung cép hé tre hanh chinh cho ndm nhan vién toan thoi gian
bao gdm sao chép, quan ly tai khodn email chung cta van
phong, tra I&i dién thoai va ndp cac tai liéu mat

e Phat trién tai liéu dao tao va trinh bay cho 20 sinh vién tinh
nguyén lam viéc hiéu qua véi cac thanh vién cia cong dong
dia phwong

PHAT TRIEN CHUYEN MON

2013 KHOA PAO TAO CHUYEN SAU MICROSOFT
Microsoft Office Suite, Lanh dao va Quan ly thoi gian
e Tang cwéong ki nang td chirc va kha nang lam viéc doc lap va
lam thanh vién ctia nhém
e X ly tat ca cac yéu cau dén théng qua cac bao cao email va
yéu cau dwoc chi dan tr bd phan dieu hoac ngudi quan ly.
e Chuyé&n mén trong nhiéu phan mém van phong nhu Microsoft
Office.
e Kién thirc virng chic vé may tinh, may fax va phan cing.
Thiét ké bang tinh Excel, bang, biéu d6 va ban trinh bay Power
Point.

TRINH PO HOC VAN

2009 Dal HoC M& QUANG Kléu
e Dat tin chi vé Van hoc, Toan hoc & Dia ly

2007 CAO DPANG NGHé LAM PO6NG
PMR

= 2A,2B,3C

NGUOI GIOI THIEU

Nguoi A
Chtrc danh cong viéc
Tén cong ty, tén dudng,
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Dia chi, thanh phd, tinh.
Viét Nam

Email: info@email.com
Lién hé: +84 8X XXXXXX

Nguwoi B

Chtrc danh cong viéc
Tén cong ty, tén duong,
Dia chi, thanh phd, tinh.
Viét Nam

Email: info@email.com
Lién hé: +84 8X XXXXXX
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