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INTERVIEWING FOR A JOB

Iﬁterviewing for a job is very important., Very few, if any, employers hire
people without first having some sort of interview with the prospective employee.
If you are notified that the employer wishes to conduct an interview with you, this
means the employer is seriously considering hiring you for the position. An employer
would not bother to set up an interview with you if he wasn't serious about your
application. An interview is important--treat it accordingly.

The purpose of the interview is to give the employer a good firsthand impression
of the interviewee., If the interview goes badly, it's likely the applicant won't
get the job, If the interview goes favorably for the applicant, he may have a good
chance of getting the job, One quick way to lose a job is to have a terrible inter-

view,



Things to do and not to do for an interview-----=-----
l. Be On Time. Never be late to an interview, If an employer is forced to wait
for you--you probably lost the job., Who would want to hire a person who
can'l even get to an interview on time? If, for some excellent reason, you are
late for an interview, say you are sorry and briefly state your excellent reason
why you are late. If your reason is good and the employer knows that it was
unavoidable, he may understand. However, it is a very bad start for an interview.

*%%The best thing to do when going for an ipterview is to be 10 or 15 minutes
early. This will enable the prospective employee to prepare himself for the inter-
view-and also to present a good picture of himself, (An applicant that is a little
early for the interview shows the employer and prospective management that he is
aggressively seeking the job.)
2.. Dress Nicely. The way you look during an interview is important. You should
wear good clothes that are clean and pressed. Your hair should be combed and at
a nice length., Everything about your physical appearance should be e#cellent.
Even if the job you are applying for is one in which you would wear dirty work
clothes, dress up for the interview. You are trying to get a job. One way to
seperate yourself from the other applicants is to make yourself stand out. If
you dress nicely for the interview the employer may remember it and decide to
hire you. He may remember that you went to all the trouble to dress nicely.
You want to let the employer know that you will go out of your way to be a great
worker., Dressing nicely for an interview could possibly win you the job.
3. Be Prepared For Questions From The Employer. When the employer asks you ques-
tions, be brief and forceful with your answers. Employers will often ask questions
that, unless you have thought about them earlier, may be difficult to answer.
One good example of a difficult question is, Why do you want this job? Another question
often asked when interviewing for a job is, What are your plans for the future? or

How does this job fit into your plans for the future? You must be prepared to



answer all of these questions and many more. The employer may not ask you any
questions of this type, but if he does and you are unprepared the result may be
discouraging. Also, once in a long while an employer will ask you what you think
your salary should be. This can be very difficult to answer. Naturally, everyone
wants tbe absolute most money for their work, but to answer the question with an
extremely high wage would be disastrous. The employer is trying to play on your
sense of logic. Be reasonable and fair--that's the best policy. First of all,
before you go to the interview you should know the general income of the job.

What your answer is to this question of salary depends on many things., If jobs
are scarce, and you haven't had any better job offers, then you can't afford to
lose the job because you request a little higher salary than he thinks you are
worth., (Remember that the salary you request is not always the salary you would
be paid.) Be honest with him. Explain to him your situation. If you are a good
worker, tell him, But, also tell him that jobs are very hard to find and you
would work for a low wage or a lower wage than you think you are worth. Also,
do not try to tell the employer that you can do everything. No one can do every=-
thing. If you are experienced at something--tell him where you got your experience.
If are not experienced--tell him you are ready and willing to learn. Experienced
people got their experience from one place--JOBS, People that have good jobs and
are paid good salaries didn't luck into the jobs. They got there with hard work
and a lot of EXPERIENCE, The only way to get the job you want at the salary you
want is to work for it. Probably every working person at one time or amother has taken
a job they didn't like. Employers love, probably more than anything else, working
experience. Almost any job can give you some type of experience.

PREPARE A RESUME

(The following article was reprinted with permission from NEW LIFE, Department of

Health, Education, and Welfare, Washington, D.C., 20201,)



One of the most important tools used in America to get a job is a resume,

A resume is a summary of you--your work experience, your education, and
your personal characteristics, It is arranged in a form that will be easy for a
possible employer to read quickly,

A resume should make you as attractive as possible to a possible employer,
so that he will want to hire you.

On a resume, it is expected that you will stress your best points. It is not
considered immodest to do so., Others with whom you may be competing for a job will
certainly tell their best points, and you should do the same.

The resume is sent or taken to a possible employer. After reading the resume,
he decides if your qualifications match the job he is trying to fill, If it appears
they do, he will probably invite you for amn interview, when he will discuss the
main points on the resume personally with you, and you can tell him details of the
items mentioned on the resume,

Even employment experts disagree on the best form for a resume, but there are
some general rules that apply to just about all resumes.

1. The resume should not be too long. Many people feel that one page is emnough,
because they say employers will not spend more time than it takes to read one page
to consider hiring you.

2. The resume should be typed on an 8%-by-ll-inch sheet of paper, in English.
If you do not know anyone who operates a typewriter, you can find typewriting adver-
tisements in the telephone book's Yellow Pages or in your newspaper's classified
advertisements. You will want more than one copy, and can have the additiomal
copies made at stores that specialize in fast printing and copying. The cost will
be only a few dollars. Sometimes copying machines can be found in post offices
or libraries,

3. Be sure your resume looks neat, because a sloppy resume will suggest to a

possible employer that you may be a careless person, The typing should be attrac-



tively arranged on the page, there must be no strikeovers or mistakes, and of
course there should be no spelling errors. If you mail the resume, it is proper
to fold the sheet into thirds so it will fit in a standard business envelope,
but otherwise, do not fold your resume, If you carry it with you, keep it in a
cardboard folder so its edges will not become soiled,

4, It is important that your resume tell the truth about you. A lie, if dis-
covered, will almost certainly cause you to be dropped from consideration by the
employer.,

5. You will want to write and rewrite your resume several times to be sure that
it does the best job possible of "selling" you. Often, you may not be the best judge
of yourself, so ask your friends to read your resume and make any suggestions, If
you have the services of an employment office or employment counselor available,
ask his advice.

There are several parts to all resumes, and some suggestions that apply es-
pecially to Indochinese refugees.,

l. Identification--At the top of the resume should be your name, address and
telephone number where you can be reached.

2. Objective--Some people feel it is important to summarize themselves and
state, on the resume, the kind of job they are looking for., If you know exactly
what kind of job you want, it is well to state it. If, however, you will use the
resume to look for variety of possible jobs, it is best not to list an objective.

3. Summary~--1f you do not state your objective, then you will want to summarize
yourself, mentioning that you are a Vietnamese, Cambodian or Lao refugee, your sex,
and your age.

4, Education=--I1f you have a college degree, it is best to start this section
saying so, and then working back through earlier education such as high school and

special courses you have taken. If you have taken vocational training courses,



either in the United States or in Indochina, even with the military, list that
training.

5. Experience--This is the heart of your resume. List each of your previous
jobs, stressing, if possible, how each helped prepare you for the job you are now
seeking. It is customary to work backwards in telling your job history, starting
off with the most recent job, then the one before that, and so back to the begin-
ning of your working career, Be sure to give dates of employment. This section
might be written as follows for a young lady seeking office work:

July 1975-Present: Check-out work at Modern Supermarket, 24 Elm Street, Water-
ville, Texas., Responsible for operating cash register, meeting public. Handle
average of $2,000 a day. Took job as means to earn living while improving English
language skills at night school.

March 1972-March 1975: Receptionist and secretary in Saigon office of American
Central Bank., Received both American and Vietnamese customers in bank office, typed
in both languages, filed, performed general office work., Familiar with telephone.

January 1971-March 1972: Clerk in Saigon store, sold perfumes, women's apparel,
managed department when supervisor was absent.

The first item above, your present job, shows that you are industrious because
you have taken a job below your qualifications while you are improving your language
skill. It also shows that you use a business machine (a cash register) and that
you are responsible because you handle $2,000 a day at your checkout counter. It
also shows that you meet the public, which is regarded as good experience.

The second item shows that you have had office experience in an American bank,
speaking some English, meeting people, and using the telephone.

The third item shows that even though you were not working in an office from
January 1971 to March 1972, you were working in a responsible position, meeting
people, handling money, and that you held some extra responsibilities when your

supervisor was away.



A young man seeking a job as an auto mechanic might describe his experience as
follows:

August 1975-Present: Truck driver for Jaygee Delivery Service, 220 1l4th Street,
Long lsland City, New York., Drive half-ton panel truck to deliver parcels to
points throughout New York City and Western Long Island. No accidents to date.
Temporary job while taking course in auto mechanics at Better Way Mechanics School,
341 Stutphin Blvd., Jamaica, New York, and English language training. Responsible
for maintenance of truck, have made frequent repairs.,

June 1969-March 1975: Vehicle maintenance specialist with Vietnamese army.
Advanced from private to master sergeant with ever-increasing responsibility for
maintaining vehicles ranging from staff cars to tanks. Overhauled old vehicles,
repaired damaged ones, responsible for deciding which were irreparable. As
master sergeant, oversaw platoon of 40 mechanics and maintenance men.

The first item shows that you are now working in a position that requires
some knowledge of cars and trucks, that you are conscientious because you have no
accident record, that you have taken self-improvement courses to prepare you to
become a domestic auto mechanic.,

The second item shows that you have more than five years' experience working
with motor vehicles, that you were steadily promoted by the army, that you held a
position that required you to make decisions, and that you also oversaw the work
of others and thus have leadership qualities,

Personal: This section is used to describe, in very brief form, your life

history which is not included in "experience."

It should include your date of
birth, your height and weight, whether or not you are married, and the number of
children you have. If your health is good, this is the place to say so. You may

also state your willingness to move, to work nights, or to travel in connection

with your work. This section might read as follows:



Personal Data: Born March 12, 1952, in Saigon, came to United States after

fall of Saigon in April 1975, Height, 5'6", weight, 145 pounds, married,
children, good health, willing to relocate, travel, some night work,
Legal Status: This item is not usually included on resumes, but is
ant for Indochinese refugees, so that employers will know they intend to
in America and will not be leaving after a few months, It might read as

"Legal Status--Refugee admitted to U.S. under Indochinese Migration

four

import=-
remain
follows:

and

Refugee Assistance Act of 1975, free to accept private employment, permanent

resident, hope to become American citizen,"

(Below is a copy of a possible resume.,)

NGUYEN VAN BINH
147 West Street
Hillside, Virginia 24637
703/234-5678

OBJECTIVE: Vietnamese refugee, male, age 29 years, former
Army medical corpsman, seeks employment as
paramedic. 4

EDUCATION:

Completed CETA course in paramedic practice,
Arlington, Virginia, June 1976.

Completed course in English as Second Language,
Hillside, Virginia, May 1976.

Initial training and refresher courses as medical
~corpsman with Vietnamese army, 1968-1974.

High School graduate, Saigon, 1968.

EXPERIENCE:

1975-Present: Stock clerk in Easy Way Supermarket,
Hillside, Va. while attending CETA and
English Language training courses.

1969-1975: Medical corpsman with Vietnamese, Army,
attending wounded troops on battlefields, in
field hospitals, and in base hospitals.

Helped evacuate wounded, gave medication and
treatment to wounded, attended families of
military personnel under direction of
physician. Earned decorations for work.

PERSONAL: Born November 10,1947 in Saigon, came to United
States following fall of Vietnam in April 1975.
Height 5'7", 150 pounds, single, good health.
Willing to travel, work some nights. Prefer work
in Washington, D.C. area. Drive own car.

LEGAL STATUS: Refugee admitted to U.S. under Indochina
Migration and Refugee Assistance Act of 1975, free
to accept private employment, permanent resident,
hope to become American citizen.



ADULT ENGLISH CLASSES

There are a number of area schools throughout Iowa that offer adult English

classes, Below is listed a few of the schoolsg

you can obtain English training.)
Address

Northeast Iowa Area Vocational-
Technical School

North Center

Box 400

Calmar, Iowa 52132

Northeast Iowa Area Vocational-
Technical School

South Center

9th Fioor ~ Dubuque Building
Dubuque, Iowa 52001

North Iowa Area Community College
500 College Drive
Mason City, Iowa 50401

lowa Lakes Community College
300 South 18th Street
Estherville, Iowa 51334

Northwest Iowa Technical College
Highway 18, West
Sheldon, Iowa 51201

lowa Central Community College
330 Avenue M
Fort Dodge, Iowa 50501

Iowa Valley Community College District

22 West Main, Box 536
Marshalltown, Iowa 50158

Hawkeye Institute of Technology
224 Commercial
Waterloo, Iowa 50701

Clinton Community College
1000 Lincoln Boulevard
Clinton, Iowa 52732

Scott Community College
627 West Second
Davenport, Iowa 52803

Name

Georgianna Klevar

Dave Harms

Linda Schmidt

Marty Fisher

Kathy Brock

Maxine Thomas

Janet Butts

Rachel Goodwin

Ruth Schneider

Serene Desmond

TeleEhone

(Remember, there are many places

(Area) I

319/562-3263

319/556-5110

515/423-1264

712/362-7231

712/324-2587

515/573-3991

515/752-4643

319/234-5745

319/242-6841

319/326-5319

1E

LLL

v

V1

VII

IX



Address

Muscatine Community College
152 Colorado Street
Muscatine, Iowa 52761

Kirkwood Community College

6301 Kirkwood Boulevard, Southwest
Post Office Box 2068

Cedar Rapids, lowa

Des Moines Area Community College
2006 South Ankeny Boulevard
Ankeny, Iowa 50021

Western Iowa Techical Community
College

4647 Stone Avenue

Post Office Box 265

Sioux City, Iowa 51102

Iowa Western Community College
2700 College Road
Council Bluffs, Iowa 51501

Southwestern Community College
1501 West Townline Street

Post Office Box 458

Creston, Iowa 50801

Indian Hills Community College
9th and College

Ottumwa Industrial Airport
Ottumwa, ILowa 52501

Southeastern Community College
Drawer F, Highway 406
West Burlington, ILowa 52655

« 10

Name

Dona Eckhardt

Barbara Wing

Bill Johnson

Jane Sellen

Dennis Eitmann

Barb Stephens

Ralph Aanestad

Ruth Ann Sandrock

ENGLISH CLASSES (for persons in the Des Moines area)

Telephone
(Area)

319/263-8250
X

319/398-5437
X1

515/964-6200
XI1

712/276-0380
XLIL1L

712/328-3831
X1V

515/782-7081
XV

515/682-8081
XVL

319/752-2731

The Americanization Program of the Department of Community and Adult Education

of the Des Moines Public Schools provides classes in English for foreign-born

persons who wish to learn English or improve their use of it

held at the following location:

Classes will be

Whittier Adult Education Center
North High School Building

502 Sheridan Avenue

Des Moines, Iowa

The classes will meet on Tuesday and Thursday evenings from 7 to 9 p.m. beginning

Sept. 14, 1976 and continuing until June 2, 1977,
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You may enroll any time and there is no enrollment fee,
You may enroll in any of the three following levels of instruction:

*BEGINNING ENGLISH This class is for persons who speak and understand little or
no English., The emphasis is placed on listening and speaking skills, The alphabet
and the basic sounds of the English language are studied.,
°* INTERMEDIATE ENGLISH Listening and speaking skills will continue to be stressed.
Particular attention will be given to pronunciation, vocabulary, and grammar
through oral practice. Introduction to reading materials is given at this level.,
“ADVANCED ENGLISH This class is flexible in that it accommodates the individual
needs of the students enrolled, Particular stress will be given to vocabulary build-
ing, reading, and writing skills,

*%%For more information contact Margaret Whaley at 244-7951; after 4 p.m. call
282-6303,

NAMES AND ADDRESSES OF VIETNAMESE FAMILIES

*Skanh Ung Trung *Dung P. Luc

1233 72nd St. 215 South 10th St.

Des Moines, Iowa Council Bluffs, Iowa 51501
*Vien Thi Vu *Lam Duc Nguyen

620 36th St. 3524 2nd Ave.

Des Moines, Lowa 50312 Council Bluffs, Iowa 51501
*Minh Van Bui *Sang Q. Nguyen

218 Seuth 19th St, 704 Oakland Ave,

Council Bluffs, Iowa 51501 Oakland, Iowa 51560

*Binh Chinh Dang «Thanh Q. Nguyen

Route 4, Box 93 IWCC 2600 Coll Road
Council Bluffs, Iowa 51501 Apt. 2H

Council Bluffs, Iowa 51501
‘Nhan Q. Lam

IWCC Apt. 2H *Loi Van Pham

2600 College Road 315% West Pierce

Council Bluffs, Iowa 51501 Council Bluffs, Iowa 51501
*Khuyet V., Le *Vinh Quang Pham

215 South I10th St. 315% West Pierce

Council Bluffs, Iowa 51501 Council Bluffs, Iowa 51501



*Chi H. Truong

IWCC Apt. 2H

2600 College Road

Council Bluffs, Iowa 51501

*Kim Weir
1018 4th Ave., Apt. it4
Council Bluffs, Iowa 51501

*Bon Thi Chau
2363 West 3rd
Davenport, Iowa 52803

*Anh Que Diep
1519 Mississippi Blvd.
Bettendorf, Iowa 52722

‘Lien Diep
3543 W. 43rd St., Apt. #82
Davenport, lowa 52806

*Nghia Van Duong
1317 Mississippi Ave,
Davenport, Iowa 52803

*Lan Phuong Hoang
1712 Davenport Ave,
Davenport, Iowa 52803

*Tieu Ngoc Hoang
1712 Davenport Ave.
Davenport, Iowa 52803

*Chi Thi Huynh
1710 Iowa St.
Davenport, Lowa 52803

"Nguyen Dinh Long
1710 Lowa St,
Davenport, Iowa 52803

‘Hoan Thi Mai
1618 Marquette
Davenport, Iowa 52803

*Vui Thi Mai
1612 Marquette
Davenport, ILowa 52803

*Phuong Bui Ngo
3543 W. 43rd St., Apt. #82
Davenport, ILowa 52806

L

°*Ai The Nguyen
1712 Davenport Ave.
Davenport, ILowa 52803

*Cuong Van Nguyen
520 W, lé6th St,
Davenport, ILowa 52803

*Du Huu Nguyen
2363 W. 3rd St.
Davenport, Iowa 52802

*Hue Thi Nguyen
1618 Marquette
Davenport, Iowa 52804

*Hung A. Nguyen
2519 Ms 59th St
Davenport, Iowa 52806

*Man Van Nguyen
1503 Brown
Bettendorf, Iowa 52722

“Nghia Thi Nguyen
225% E, 1l2th St.
Post Office Box 1002
pavenport, Iowa 52805

‘Phan Van Nguyen
2806 Dubuque
Davenport, Iowa 52803

*Thu T. Nguyen
1734 E. Pleasantville
Davenport, ILowa 52804

*Thuy D. Nguyen
1618 Marquette
Davenport, Iowa 52804

*Hoa Van Phan
1503 Brown
Bettendorf, Iowa 52722

«Trinh Phan
1503 Brown
Bettendorf, Iowa 52722

*Tuan Phan Ta
1111 E. l4th St.
Davenport, Iowa 52803
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NOTIFY THE POSTAL SERVICE IF YOU MOVE

If you plan to move to another location, (whether it be an apartment, house,
mobile home or whatever) you should notify the Post Office. This way, your mail
will not get lost,

Approximately four or five days before you move go to any Post Office location
and fill out a '"change of address card.,'" This card will list where you are moving,
your old address, and when the actual move will take place.

Letting the Post Office know that you are moving and to what location could
possibly prevent serious trouble. For example, a very important letter may come
for you and because you have moved and left no forwarding address, you may miss
the message., Or you may owe a specific business money, and because the letter may
not reach you, the business may classify the bill as uncollectable. This is trouble,
The business will attempt in many different ways to locate you-=-and eventually they
will., If this happens the business may give you a bad credit rating and it may
become very hard, if not impossible, for you to charge anything. (Businesses that have
trouble collecting bills from certain people often tell other businesses the names
of the troublesome people. Once you get a bad credit rating, other businesses will
find out quickly.)

Remember, give the Post Office approximately five days to prepare for your

move, It will help simplify your move.

GIVE YOUR EMPLOYER AMPLE NOTICE THAT YOU ARE QUITTING

If you are working one job and you plan to quit and begin another, plan the
transition so it works smoothly and you are not left out of work. For each job

you should give the employer a written notice that you are planning on leaving your

present employment. An employer expects you to be at work every work day and he

pays you exactly for that. If you do not give your present employer notice that
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you are quitting--he will lose both time and money. The employer needs time to

fill your spot with someone who is qualified and can handle the job. Previous
employers are very important., Just as I stated earlier--employers love experience,
Give your employer at least two full weeks notice that you are leaving., Many

times you should give the employer more than two weeks, A good policy to

follow is this: Give the employer the courtesy of knowing as soon as possible

that you will be leaving for another job. (Do not tell the employer you are

seeking other work--only tell him after you have secured your new job.) This way,
when you quit the job you will leave with a good clean record. What previous
employers think of you is very very important. For example, when you go look for

a job you list your previous employment., The best place for a possible employer

to call to check on you is one of your old job locations. If your old employer

says you were a good worker and you gave him ample notice when you left for another
job=--your new job chances are good. If your old employer says that you left with-
out giving him enough notice--then you may still be looking for a job. Employers
are no different from you or me., They work hard for their money and they will

not take unnecessary chances with their money. If you quit an employer without
giving him ample notice then he probably lost money on you. Nothing could be worse.
The next employer will logically think that if you quit one job without giving ample
notice, you may do it again. Always give an employer a written notice at least two
weeks before terminating your job.

(A written notice stating that you will be terminating your job may contain many things.
It may be short, long or whatever length you think appropriate, However, i

should contain at least these three things: 1. Your name, Social Security number,
2, the date you plan to leave, 3. and the date that you present the written notice

to your employer.)



HOMEMAKING AND ENGLISH CLASSES OFFERED IN DES MOINES

Homemaking and English classes will be offered in Des Moines for Indochinese
refugees beginning Sept, 20. The classes will be held at the YWCA building, 717
Grand, Des Moines, on Monday and Wednesday mornings starting at 9:30 a.m. Child
care will be provided and limited transportation is available. For more informa-
tion contact Molly Sanders or Marie Hart at 244-8961. (Also call the same phone
number to register for the classes.) This program is co-sponsored by the Department
of Community Education, Des Moines Public Schools, YWCA and Des Moines Area

Community College.

The Des Moines Public Schools offer the services of a Home Economist who
can visit the Indochinese homes., These Home Economists can assist in matters
relating to consumer education, money management, nutritionm, food preparation

and many other things. For information call 284-7703.
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PHONG VAW Kt XIN VIEC

’

Phgn phgng vén khi xin vigc rat quan trong. Rét it va hﬁh nhd khahg cé
chu nhan nao tuyen dung nhan vién ma khong phdng van tridc bang cach nay
hay cach khac. Neu ban dudc thong béo rang chd nhan dinh phong van thi co
nghla la ho da than trong nghlen cuu ve viec tuyen dung ban. Chd nhéan
néu chia xenwky don xin viec cua ban thi chac khong dinh tiep klen. Phéng

van rat quan trong.Ban hay can trong thuc hien.

Muc dich phong van 13 ngddi chu cé thé tim mot cai nhin khai quat vé
ngdéi ddéc phong van. Néu cuoc phdng van khong két thic dep thi hdu nhu
ngdéi dhg tuyén khong dudc nhén viéc. Né& thuén 18i cho Jng vien, thi r&t
co hy vong se duéc tuyen dung. Mudn dé mat viec nhit 1a cd lam hong phong

van °

v A A N A A A > At
NHUNG DIEU NEN VA KHONG NEN TRONG CUOC PHONG VAN

1. DUNG GIO Chd nén dén cham vi nen chu nhan phai chd han thi chac ban mat
viéc. Co ai muén tuyen ngdgi ma ngay khi den phgng van cdng muon mgng,
Neu vi ly do d%c biet 5&. Néu ly do xudi tai va bit khé khang chu nhan sé

»e n> e b af L - ~ A
hieu; Dau sao, den phong van tre la diéu khong nen.

Tot nhat bannen dén sdm chuhg lO hay 15 phut d&”cho phong van. Diéu
nay glup ban chuan bi cuoc phong van va tao mot hinh anh dep. Ung vien den

sdm mgt chit chd chd nhan thay rang ngddi do quan tam dén cong viec.

2. AN MAC CHINH TE - D1en mao ban trong luc ph&ng van rat quan trong. Phai

an mac sach se chfnh te. Dau téc cAn chdi va3 coi cho gon gang. Dung nhan

cta ban can phéi hoan hdo. Di 1a cong Vlgc ban xin la loai cong viéc phgi

an mac dé khSng sach, hgy chung dién lén khi di xin viéc. Khi ban dang tim
v1ec thi mot cach d& de phan b1et véi céc dhg vién khac la lam cho ban ndi

bgt len. Neu ban an mac chinh te, chd nhi3n cé thé nhd diém ay va tuyen dung
ban. Ho c6 thé h1eu la bgn lic nao cung tudm tat. Ban mudn cho chd nhan blet
r§ng ban c3’g§ng dé trd thanh mét cdng nhin gidi. An mic dang hoang khi phéng
van co the giup ban tim du dc v1ec lam,

/\9 2 ;o ~ = & o =
3. CHUAN BI TRA LOI - Hay tra 16i gon gﬁg nhéng cdu hédi. Chid nhén thudng hdi

g A at 2 e 4 & / / < A
nhung cau ma neu ban khong nghi tdi trddc thi se lung tung. Vi du m6t cau
hoi hdc bua la ' Tai sao ban mudn xin viec nay?" mét céu khac tudng dudc héi

nhy "Ban dd tinh gi cho tddng lai?", hoac la 'Cong viéc ndy co phu hdp vdi
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chudhg trinh tudng lai cia ban khong?" Ban can chuan bi cac cau hoi tren, va
nhleu cau nda. Co the chd nhan khong hoi may cau tren song néu co hdi ma khong

chudn bi thi ket qua,co thé dang tidc,

Mot cdu nda chd nhén thdéng hdi 1a "Ban mudn lam viéc vl glia luong bao
nhieu?". Kho ma tra 18i. DI nhien ai cthg nuén dudc luohg cao song neu doi
mot mic lidng cao qua thi cb thé’kh3ng c6 18i. Chd nhan thudng thd ban ve
su hop ly. Neu hop ly va d%ng binh 13 chenh sach dep nhit. Dau tien trdéc
khi dén phdng van ban can b1et dong ludng trung binh cia cong viec ay. Tra
13i cau hoi nay tuy thuoc vao nhieu yeu to. Néu cong viec kho kiem va khdng co
nhiéu cd hoi tim ra thi cé the mat viec néu ban doi chu nhan so ludng hdéi cao.
R rang thddng thddng s& 1ddéng doi héi, khong chac la sb ludng sé& dudc tra.
Ban cd thanh that. Hay gial thich tinh trang cua ban. Neu ban la ngudl lam viec
gioi héy noi diéu do6 ra. Song cung nennoi rang vi c6ng v1ec kho tim cho neén
ban co the nhan lam véi gia luong ha, hay ha hén so vdﬁ kha néng cua ban.
Dong théi cung ddng khoe rang ban co the lam duoc moi vigc Khéng ai lam
dudc moi viec ca. Néu ban kinh nghiem vé diém gl, hay trinh bay ban da lay
kinh nghienlay o dau. Néu khong dd kinh nghiem, hay chung to rang ban san
sang hoc hoi. Cdc keé kinh nghiem cung lay kinh nghiem 6 mot cha do la viée lam,
Cac ngd31 cé cong viec kha, lidng cao khong han gap may ngau nhién ma 1a do
nd’ 1qc va kinh nghlem. chi eé mot cach de co cong viec va mdc luéng theo nguyen
déc la cd lam viéc rS} s€ co. o the da co nhdng ke dBi 1an nhan nhdhg cong
viec ma ho khong thlch- Cac chu nhan thich sﬁ kinh nghiem co 1& nhiéu hon cac

yeuto khac. Bat cu cong viec nao cung co the glup ban mot vai kinh nghiem.
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CHUAN BI TG LY LICH

A & 5 L T K 4
(Bai nay dang lai td td D3i Song M3i)

> ! ~ ~ P e '\"J -~ A = - s ’ ’ s
0 My, mot trong nhung cach de tim viec la lam td ly lich. To ly lich la
tom tat noi dung ve ban gmn klnhnghlem, hoc thﬁ%, td cach... duoc xep dat

trong mot khudn mau dé"chu nhan dé dang xem xét,

Mot td ly lich phan lam sao khéo léo 16i kéo dudc chu nhan dé dudc th&u
dung.

Trong td nay, d1eu thlet yeu, la ban phal lam noi bat cac 181 diém ra.
Duhg qua nhun nhdéng. thng ngﬂdi cung canh tranh de xin viec deu di nhién

D e v A?
chi noi ra nhung diem tot va d1 nhien ban cung phai lam nhy vay.
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Té ly lich co thé gdi bdu dien hay cam tay dén néi tim viec. Sau
khi doc, ngidi chu sé’dinh doat néu cac diém ban co phu hdp véi cang viec
dang can hay khang. Néu thay phu hop, ho se mdi ban dich than den,phong

van, va cac diem chinh trong té ly lich se duoc thao 1u§n Ban cé thd néi

them chi tiet can.

Nhung chuyén vien vé\tuyén dung chua ddng y véi nhau ngmét khudn mau
4 % ’ ’ ol 4 A Al v
hoan hao mhit cho td ly lich song co nhung qui thuc cdn thidt cho bAt ol
mdt t3 lf lich nao.
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1. Chd gua dai. Nhiéu ngudi cho r&ng chi mot trang la tam du vi ho noi rang
chu nhan khéng mat qua nhiéu thoi gid khi chi doc mot trang de xem xét veé

ban.
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2. Phai Danh May Tren kho giay 8% X 11 inch bang anh ngu. Néu khong co may

chy hay khong vié% dung, ban co the tim ndi ddnh may. qua quang cao d phan
giay vang trong soO dien thoai hay trong bao chi. Neu mudn co6 nhiéu ban sao
thi nén dén ndi lam pho to co pi. Cung co the lam ban sao é buu dien hay

thd vien.

s T4 Lxgllch pha1 sach se Vi néu nhén nhum thi lam ngdgi chu nghi ban la

ngudi khong can than. Can kheo leo xép ddt trong trang gidy, ding ta;
xoa hay co 161 lam, df hiln ehd cb 181 ehinh vd. Nés mudn gdi buu dién nen
xep la1 lam ba theo kieu mas phong bi thuong mai, ngoai ra thi ddhg xép lai
bao gld Neu cam tay thi deé trongbla.cdng ae” goc canh td glay khong b1 gay
dap.

it . no A" Af = < < ol
4. Noi Thuc Neu bi kham pha co didu noi doi thi chic chan ddn ban chang
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duoc cdu xet dau.

5. Soat di soat lai nhiéu 1dn td'lf lich de tin rgng ban da hoan hao trong

viec ludng gia’m{nh Thuohg thl ban khong the phan do4n vé& minh hén la hoi
ban be doc dum t3 1y lich de lay y klen. Hay tim y kién cua cac sé chuygn

alt
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ve v1¢c tuyen dung hodc cac ngddl chuyen mon ve viec ay, neu O,

Trong té_l§ lich c¢6 nhiu phan va co m@t so khoan dac bi$t ap dung cho

ngdgi ty nan:

Ls z lich - Ngay tren dau td ly lich phan v1et ho ten, dia chi dlen thoai

co the iien lac.

Doi Tdéng Nhieu nguoi cho rang can tom luoc 1y 11ch va xac dinh cong viec
muon xin trong td 1y 11ch. Neu bantuet o cong v1ec ban muon thi nén noi ra.

Song neu muon dung td ly lich nay dé tim nhiéu 1oai viec thi khong nén noi
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3. Tém Ludc Neu ban khong xdc nhan v1ec mubh xin thi nén lam sao tom tat ve
chinh ca nhan ban' cho biet rang ban 1a nguBi ty nan VN Lao hay Gam-bot, nam

hay nd v} tudt cla ban.

’

4, Hoc Thuc - Neu tot nghlep dai hoc thi nén noi ngay diem ay va tro nguoc

dan ve nhuhg kien thub thau thap trd&c dé nhd trung hoc hay nhung khoa hoc
dac biet. Neu co tham du huan nghe tal My hay J qué nha, du trong quan ngu,

thi nen noi ro Taie

5. Kinh Nghiém - Day la phan ruat cua té 1§ lich. Hay ke ra cac cong viéc da
cb va néu duéc thi nhan manh lam sao de gay 1éi cho cong viéc dang xin. Thdbng
thi nén ke cong viéc vda co gan day réi troé ngudc dong théi gian cho den cong

viéc dAl tién. Nen ghi rd ngay thang cac 1an tuyen dung.,
Ddy la mot td ly lich cha mdt ¢ tim mdt chan thd ky.

s hien tai : K1em hoa vién tai siu thi Modern, 24 dd&ng Elm-Waterville
Texas. Trach nhigm vé’v1ec thau ngan va gap gd khach hang. Giu khoang $2 000,

A
moi ngay. Nhan v1ec de"cd phudng t1en trau doi them anh ngd vao han t01.

3/72 - 3/75. Tiéb tan va thé ky tai ngan hang Trung fdng hoa ky. Gap
go khach hang Viet My, danh may hai thd tleng, sap xep ho s8 va hoan hao cong
vigc van phong tong quat. Nghe dian thoai.

1/71 - 3/72 Thé ky ban hang v€~m; pham, n&fphnc, diéu khi&h gian hang khi
vang mat qu;n d3é.

Diénrthé nhat ké tren téc 13 cong viéc va co chdng to ring co dang phuc
vi da nhan mot cong v1ec du01 kha nang tLang khi trau doi them sinh ng&J
Dleu do cung thay co b1et dung may tinh tlen va co trach nhlem vi moi ngay co
phal glﬂ den$2 000 tai quay. Dong th01 cung chuhg to co gap gé cong chung

va do 1a mot kinh nghlem tot.

Diém thd hai cho thdy cd da co kinh nghiém vé van phong mot ngan hang,
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biet noi tieng anh, gap gd cong chung, dung dien thoai.

Diem thd ba chuhg td rang du co khong lam viec van phong trong khoang thdi
glan 1/71 den 3/72, song mot chuc vu trach nhiem, gap gd cong chung, gid gin

t1en bac va ¢d them trach nhlam khi ngddl chi huy vang mat,



Mot anh di tim chén thé may xe hdi da diér trinh vé kinh nghiém nhd sau.

8/75 den nay: Tai xé’xe 1én cho ngJaygee, 220 ddﬁﬁg l4. Long Island
city, New York. Lai xenﬁa tan dé glao hang nhiéu ndi trong ving New York va
dao Western Long., Khang h§~g§b tai nan. Nhﬁn viéc ng} tam thdi trong khi h?c
sda xe hoi tai tridng Better Way, 341 dudng Stutphin. New York va trau doi

~S

anh ngu. Trach nhlem ve bgo tri xe va thd&ng sﬁa chua xe.

6/69 - 3/75 - Chuyénviéhtbao tri xe trong ngh d@i VUCH. Thang céb td
binh nhi dén thudng si ndi trach nhiém lién tuc ve bao trixe co td xe nho
den xe tang. Soat may xe cﬂf sda chua hu h&ng, trach nhién dinh doat vé sda
chda. V6i td cach thﬁdng sf: trong coi ban bdo tri gom 40 thd may va nhan vién
khac.

e
D1em mot chuhg to anh nay hien lam cong viec doi hdi h1eu biet ve xe co va

rat can than vi khong gay ra tai nan nao, lai dang chuan bi ae’ trd thanh mot

chuyen vién veé “sda xe.

Dlém hai cho thay anh da co tren 5 nam kinh nghiem ve may moc xe, da’ dUOC
thang cap, da’ gld cong viac doi héi quyet dinh, va trong coi cong viec cia ke

khac do do co duc t1nh chi huy.
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6. DJ kién ca nhan : Phan nay dung de dien ta ngan gon vé ca nhan ban ma

khong vé mic kinh nghiem ndi trén. Nén ké ra ngay ndi sanh ning bao nhiéu,
’ A ~ i’ A’ - ! » at -
cao bao nhieu, co lap gia dinh hay chua, so con cai. Neéu suc khoe tot thi
~ ' ,\; " ot a? it A g . % 2 —
nen noi ra. Ban cung cb thé cho biét cb thé chap nhan. déi chdo ¢, lam ban d@m,

loai cong viéc phai di day di do. Muc nay co the viét nhd sau.

Dy’ Kien Ca Nhan: Sanh 12,2,52 tai Saigon. Sang My khi Saigon that thu
thang 4/75s Cao 5'6" (5 feet 6 inches) nang 145 pounds co vd 4 con, sdc khoe

tot, chap nhan déi cho, cong viec doi héi giao dich va mot o gld ban dem.

7. Tinh trang phap ly Muc nay tthhg khong co trong dén xin viéc song can

cho ngdﬁi ty nan de chl nhan hiéu rang ngdél ty nan cé y dinh luu ngu va
khong rdi My sau it thang. Cb e vide ohd saus

Tinh trang phap ly: Dudc cong nhén la ngudéi di cd theo luat di dan va trd

L / s . . e ) £ A7 3 i~
giup ty nan dong dddng nam 1975, dudc quyén tim v1$c va luu tru, muon trd thanh

cong dan Hoa Ky.
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Day la mot mau ly lich

Nguyen Van Binh

147 West Street

Hill Side, Virginia 24637
Phone : 703-234-5678

Doi Tudng: Ngudi ViSt di cd, phai nam, 29 tudi, nhan vien trd y quan doi, tim

A A
cong viec trd y.

Hoc Van : Hoan tat chudng trinh CETA vé trd y tai Arlington, Virginia -
thang 6/1976.

< sk ~ b /
Hoan tat chudng trinh anh ngy tai Dillside, Virginia thang 5/1976.

Hoan tat ve tu nghiep cac khéa trd y trong quan ddi VNCH tu 1968-
1974,

Tot nghiep trung hoc tai Saigon, 1968.

Kinh Nghiem:

1975 - dén nay. Thd ky kho tai siéu thi Easy Way. Hillside V.A.
trong khi hoc khoa CETA va anh van. 1969-1975. Nhan vién trd y
trong quan doi. Tigé xide cac chidn binh td tida tuy@ﬂ va trong
cac benh vien tieu khu va cac b?nh vién chién khu. Trd giép di
tan thidng binh, dén tiép gia diTh binh si theo lénh y si. Dudc
nhiéu huy chudng.
Li Lich : Sanh ngay 10,11.1947 tai Saigon. Sang HK sau khi Saigon mat vao
' théng 4/1975 cao 5'7", 150 pounds, doc than, suc khoe tdt. Chap
nhén cong viéc doi giao d}ch'vé m@t so gi8 ban dem. Thich cong

viéc tai ving Washington DC. Lai xe riéng.

Tinh Trang,Phap Ly Dudc nhan la ngudl di cd theo 1uat di dan va trd giup ty,

nan 1975, duoc chap nhan tuyen dung va luu tru, mong trd thanh cong
dan HK.

LOP_HOC ANH VAN

Ldp anh van cho quy vi ngoai vung Des Moines, Xin doc trang 9. Co rat nhidu ndi
day tieng Anh. Néu can xin dien thoai cho ching toi so "mién ph{ 1-800-362-2923

de them chi tiet hodc lien lac ngay véi mot truéng hoc gan nhat. Cac 16p hoc

nay mien ph1.
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Lop Anh vén cho quy vi trong vung Des Moines.

Chuong tcinh hoa dong cla sJ cong dong vagiao duc trang nien Des Moines
md 1dp Anh van cho nhdng nguéi sanh ngoai Hoa ky va mudn hay can hoc Anh vin

tai dia dlemsau.

Whittder Adult Education Center
Truong North High
502 duong Sheridan. D.M.

~—

Cac 1dp dd&c €5 chic tof thd ba va téi thd nam td 7 dén 9 gid, ke td
14.9.1979 cho den 2.6.,1977. Co the ghi danh bat cu luc nao va cac 16p nay
mién phi.

Ban co the ghi danh vao mat trong ba 1dp.

/ it N ~ i o /\, & Af ’ -
Ldp sd cap : Danh cho nhung nguéi khong biet hay bilet rat it anh ng&i Chu

A - /
trong ve nghe va néi, cach phét am.

L6p trung cap Nhan manh ve nghe va noi - dacbigt ve phat am, ngg’vuhg, vén

pham qua thudc hanh van dap. Hddng dan doc tai lieu 5 trinh do nay.

~ ~

Ldp cao cap ¢ Uyen chuyan theo nhu cgh ca nhan cac ng&gi ghi danh. Chu trong

ve doc, ngd vung va v1et.

] 3 / ~ ~ _“I
Muon them chi tiét xin lien lac ba Margaret Whaley so Dt 244-7951, sau
4 gid goi 282-6303,
DANH SACH GIA DINH VIET NAM
Xin doc trang 11 va 12

’ 7 ’ ' ~
THGNG BAO SO BUU CHINH KHI DI CHUY%N

Kh1 ban dinh d61 nha, phong, hay bat cd loal gia cd nao, xin nhd thong
bao sd bdu ehinis 42 Hhab vt thd.

Khoéng 4, 5 ngay trddc khl di thi nén den sé buu chinh dien thé doi dia
chi - Ban se ghi chu dia ch1 ca m&i va ngay di chuyen.
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Cho so buu chinh b1et dia ch1 ban sap den se giup tranh nhleu rac roi.

Chang han ban cé thé’ that lac mot bdc thd quan trong vi ban di khong ag” dia
ch1, hoac nhdng mon no se bi coi la khong thanh trai v1 ban khéng nhan duoc
bao thl. Dieu rac roi la chu no s€ phai tim moi cach de tim ra ban. Neu
dieu nay xay ra ban co the bi coi la thieh dung dén vé tién bac va sau nay
se kho, neu khong noi la s& khong the nao ddoc tin nhiem trong v1ec mua

ban nua. Cac nha kinh doanh gap ric i véi con nd. Khi thu tién thddng
thong bao cho cac hang khac tén tidd ngdéi gay ric rbi éy. Khi da c6 diem

~! i P ¥ 9 p AV~ AT &Y
Xau veé tin dung thi cac hang khdc rat dé tim ra diéu aye

A v 4 A i / & B 4
Vay ban hay nho thong bao sg bdu chinh khoang 5 ngay tridc khi dinh
di de giup gian di héa khi ra di.

X ’ 52 o - / “7 -
THONG BAO CHO CHO LAM TRUGC KHI NGHI VIEC

Neu dang lam viec ma dinh thoi de bat dau cho moi thi nén sap xep de
van dé nay diéu hoa khi ban rdi so. Ban phai thong bao bang thé cho ngudi
chu rang ban dinh thoi viec dang lam. Chli nhan mong rang ban dén lam viec m01
ngay va tra luong cho cong viec ay. Neu ban khong thong bao kip cho nguodi chu
thi ho se mat thi gld va tien bac. vi ngdél nay can théi gid de” tim ngﬁol co
kha nang dién khuyet cho trong - Ngnﬁi chd nhan rat quan he nhﬁ da noi trong
mot bai phan tren, la ho rat thich kinh nghiem . Nén bao trddt it_za hai tu3n
trudc khi thoi viec, nhieu khi phal thong bao dai hon hai tuan. Tgt nhat nen
lam nhd sau - Thong bao ngay cho chu nhin b1et ban sap nghi viec cang sém
cang hay. (Cho cho blet ban dang di tim VleC khac va chi nén noi ra sau khi
da co v1ec mdi) Cach nay glup ban thoi Viec ma khong bi dlem xau trong hd sd
vi d1eu ma chd nhan trdot nghl vé ban se rat quan trong. V1 du khl Dan t1m
v1ec thi phal kd klnh nghlem tai ndi da 13m. Ngdél muon tuyen ban s& klem
chuhg ehch 8t nhat la liénlac véi n81 ban da lam. Neu ngudl chd cd ndi rang
ban lam v1ec gi01 va trdoc khi nghl ban thong bao dang hoang, ban se gap nhiu
may man trong cong v1ec moi. Neu nguoi cha cu néi rang ban ra di khong thong
bao du thi co le ban s lai mat cong di t1m viec khac. Vdi ban hay vdi toi,
chu nhan nao cﬁhg vay. Ho vat va v1 t1en thi ho cung khong muon bi bat trac
vghtign bac. Neu ban ngh1 viec ma khong théng bao thi ngdoi chu co the thiet
hai vi mat ban. Khong co d1eu g1 te hén. Ngu01 chu ke tlep cung se h6p ly'
ma suy luan rang ban da’ ngh1 viec ma khong thong bao truoc do day du thi ban

cung co the lam nhd vay nda. Luon luon hay v1et thé thong bao cho ngu51 chu

/
it ra hai tudn trddc khi thoi v1ec. Thd thong bao co the ngan hay dai tuy



ban thich song phgi co tén, sé thé an sinh, ngay dinh thoi va ngay thong bdo.

51 / b ~
LOP GIA CHA/H VA ANH VKN CHO VUNG DES MOINES.

Ldb gia chanh va Anh vin cho ngubi ty man trong vung Des Moines duoc bat
dau td 20-9-1976 tai tru s8 YWCA 717 dddng Grand Des Moines vao cac buai
sang thd hai va thd tu, td 9:30 gid se co chd gid tre va gilp phidng tién di
chuyen dén trdéng. Dée thém chi tiét xin goi Molly Sanders hay Marie Hart 8
dién thoai 244-8961. So'dién thoai nady cung dung dé ghi danh. Chudng trinh

nay do sg glao duc Des Moines, cd quan YWCA va trudng dan hoc cong dong Des

Moines bao tr@.

S6 giéo duc Des Moines cung se co nhiéu chuyen vién gia chanh co thé tham

&l

vieng cac gia dinh ty nan dong dudng. Cac chuyén vien nay sglgiﬁp vé cac van
de lién quan den tieu thy, quan txi tai chanh nau an va nhiéu van dé khac.

D& thém chi tiet xin goi 284-7703,
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