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MOQT SO KY NANG VIET CV XUAT NHAP KHAU - LOGISTICS

1.PERSONAL QUOTE: MO TA NGAN GON BAN THAN

Being a youthful, responsible person with full passion for personal
development, learning and thinking outside the box to seize the career
opportunities: 1a mot nguoi tré va day trach nhiém véi sy dam mé phat trién
ban than, hoc hoi va suy nghi sang tao dé nam lay nhiing co hoi nghé nghiép
Youth and yet extremely mature; willing to learn and grow: Tré va co6 suy
nghi chin chin, sin sang hoc tip va phat trién.

Passionate about achieving as challenging position which allows
meaningful contributions to a business’ success: mong mudn dat duoc

nhimg vi tri dy thir thach dé dong gop cho sy phat trién ctia cong ty

2.CAREER OBJECTIVE: MUC TIEU NGHE NGHIEP

a. Short and mid-term objectives: muc tiéu ngin han

e Acquire experiences from jobs to build up my own qualities and make

money for living: c6 kinh nghiém lam viéc dé phat trién kha ning ban than
va kiém tién trang trai cudc séng

Looking for a position in a professional, active and challenging working
environment, especially export-import as well as logistics companies: tim
kiém mot vi tri trong mot méi truong 1am viéc chuyén nghiép, ning dong va

thir thach, dic biét trong cac cong ty xuat nhap khau va logistics
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e Sparing no efforts to well perform my responsibility and contributing to
the development of the company: khong tiéc cong strc dé thé hién kha ning
va dong gop cho sy phat trién cua cong ty

e Improving knowledge as well as experiences in export-import/logistics
areas and willing to seize opportunities to develop career: nang cao kién
thire va kinh nghiém trong linh vuc xuét nhap khau/logistics va sin sang
nam lay co hoi phat trién sy nghiép

e Further studying and developing soft skills, leadership skills and other
important skills: hoc hoi va phat trién thém k§ nang mém, k¥ nang lanh dao
va cac ky nang khac

e Obtain a suitable position in export-import/logistics field that I can
contribute my best knowledge, experience and skills to the development of
the company: c6 mét vi tri pht hop trong linh vuc xuat nhap khau/logistics
dé c6 thé dong gdp nhitng kién thirc, kinh nghiém va k¥ ning tt nhat cta toi
cho sy phat trién cua cong ty

e Learn more new things in international/multinational environment to
accumulate much experience for future promotion: hoc hoi nhitng diéu
moi trong moi trudng qudc té/da qudc gia dé tich liy nhiéu kinh nghiém cho
su thiang tién trong tuong lai

e Become a professional Sales/Documentations/Operations staff in next 1-2
years: trd thanh nhan vién ban hang/ching tir/giao nhan hién truong chuyén
nghiép trong 1-2 nam toi

e Continuously improve personal qualifications, accumulate/get more
experience to successfully complete the ordered tasks and maximum

devote to the company: luén ludn phat trién kha ning ban than, tich liiy thém
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nhiéu kinh nghi€ém dé hoan thanh t6t cac nhiém vu dugc giao va cong hién

t6i da cho cong ty

b. Long-term objective: muc tiéu dai han

Becoming a senior manager at an export-import/a logistics company in
next 5 years: tr¢ thanh Quan 1y trong cong ty XNK/Logistics trong 5 ndm
toi

Become an export-import superintendent/manager in the coming 3-5
years: tro thanh ngudi giam sat/quan 1y Xuat nhap khau trong vong 3-5 nim
toi

Become an expert in export-import field /logisticsfield/supply chain
management: tré thanh mot chuyén vién, chuyén gia trong linh vuc xuét

nhap khau/linh vuc logistics/quan 1y chudi cung tmg (SCM)

3. SKILLS: KY NANG

e Communication skills: The experiences at work as well as taking part in

outside activities has helped me improve my ability to well communicate
with people. It also taught me the importance of listening and respecting
the others: K§ ning giao tiép: kinh nghiém lam viéc ciing nhu viéc tham gia
cac hoat dong bén ngoai giup t6i nang cao kha ning giao tiép tét voi nguodi
khac. N¢ ciing day t6i sy quan trong ctia viéc lang nghe va ton trong ngudi
khac

Good at communication, negotiation and persuasion skills: c6 k¥ nang

giao tiép, dam phan va thuyét phuc tot
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e Strong communication, negotiation, presentation skills: k¥ ning giao tiép,
dam phan, thuyét trinh t6t

e Comprehensive understanding of international commercial activities: hiéu
biét cac hoat dong thuong mai quc té

e Basic mathematical and logical skills: c6 kha nang tinh toan va suy luan
logic

o Effective leadership and teamwork skills: ¢6 kha nang lanh dao va ky nang
lam viéc nhom

e Ability to use English specialized in commercial correspondence, email
and international transactions: c6 k¥ nang tiéng Anh dic biét trong thu tin
thuong mai, email va giao dich qudc té

e Pretty good at Microsoft Word, Microsoft Excel and Microsoft
Powerpoint: kha nang sir dung Word, Excel, Porwerpoit(MOS) t6t

e Be proficiency in MOS, social networkd( Facebook, Linkedin,
Instagram...): st dung t6t tin hoc vin phong, mang xa hoi Facebook,
Linkedin, Instagram...

e Computer literacy: Microsoft Office (Words, Excel, and PowerPoint): st
dung tot MOS

e Fluency in listening, speaking, reading and writing in English: tr6i chay
trong nghe, noi, doc,viét Tiéng Anh

o Efficient speaker and writer in English: néi va viét Tiéng Anh tét

e Good skills in teamwork, time management and problems solving: k¥ nang

lam viéc nhoém, quén 1y thoi gian va xur 1y van dé
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» Efficiently working in group and individual/be able to work independently
or in group/ Good team player with the ability to work independently/ can
work both individually and as part of team, virtual teams included. : ¢6 kha
néng lam vigc dpc lgp va theo nhém tot

e Good at organizing, dividing the tasks in teamwork: c6 kha ning t6 chirc

tot, phan cong nhiém vu khi lam viéc nhom

> Ability of Foreign languages:
+ Vietnamese — Mother tongu
+ English: Excellent/Advaced
+ Japanese: Fair/Intermediate/Medium Good
+ Chinese: Beginner/Starter
» Communication, negotiation and time management skills are the main
reasons for my confidence: k¥ ning giao tiép, dam phan va quan 1y thoi

gian la nhitng 1y do chinh cho su tu tin cta t61

4. PERSONALITY: TINH CACH, PAC PIEM

e Creative and critical thinking: Able to provide effective solutions to
problems, such as campaigns and dilemmas. Sang tao va co6 tu duy phan
bién(bién chung): c6 thé dua ra cac giai phap hiéu qua cho cac van dé, nhu
trong cac chién dich hay céc tinh hudng kho

e Characteristic traits(dic diém cd tinh): \ntegrity/straight-forward (chinh
trl_rc/théng thén), self-motivated(tao dong luc cho ban than), perfectionism

(theo chu nghia cau toan), hot-tempered (n6ng tinh)



WEB: TRAININGTANCANG.COM — TAILIEUXNK.COM
PAGE: CHU'NG TU’ XUAT NHAP KHAU
THU'C TAP XUAT NHAP KHAU

Be enthusiastic and highly responsible in work: nhiét tinh va c6 tinh than

trach nhiém cao trong cong viéc

e Have analytical thinking: cé 6c¢ phéan tich

e Full of working responsibility and enthusiasm: day trach nhiém va nhiét
tinh voi cong viéc

e High sense of responsibility and carefulness in all works are my greatest
strengths: tinh than trach nhiém cao véi cong vi€c va sy can than trong cong
viéc 14 diém manh nhat ctia toi

e Great sense of responsibility and eagerness to learn: c6 tinh than trach
nhiém cao va san sang hoc hoi

e Be friendly and have a bit sense of humor: than thién va c6 chut kha hai
hudc

e Proactive, self-motivated and keen to learn to self-develop: chu dong, tao
dong luc cho ban than va san sang hoc hoi phat trién ban than

e Eager to learn new things and be able to work under high pressure: cé
tinh than ham hoc héi va c6 thé 1am viéc dudi ap luc cao

o Work well under pressure with multiple deadlines/ Ability to work under
pressure and meet tight deadlines: lam viéc véi ap luc cong viéc cao cho
nhiéu muc tiéu phai hoan thanh

e Willing to challenge new things/willing to face new challenges in work/:
san sang thir thach didu mdi/san sang d6i mit cac thir thich mdi trong cong
Viéc

e Quickly adapt to new working environment: thich nghi nhanh véi moéi

truong lam viéc méi
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e Eagerness to learn and be ambitious for promotion: sian sang hoc héi/
mong mudn thing tién trong cong viéc

e Be extrovert, easy going and open- minded: hudng ngoai, d& gan va c&i mé

e Be a hardworking and careful, meticulous person: 1a nguoi cham chi va
can than, ti mi trong cong viéc

e Be straightforward = downright: thang than

e Be optimistic/be an optimist: 1a mdt nguoi lac quan

e Able to communicate and present confidently in a crowd: c6 kha nang
giao tiép va thuyét trinh tu tin trude dam dong

e Be sociable, Easy to make friends and get on well with other people: hoa
dong, dé dang két ban va hoa hop cung ngudi khac

e Be sensitive and understand other people psychology: nhay cam va c6 kha
nang hiéu tim 1y nguoi khéac

e | am a Go-getter: toi 1a ngudi quyét tim, c6 tham vong

e Be well-organized and Innovative: biét sap xép khoa hoc va c6 ¢ sang tao

e | am Detail-oriented: t6i 1a ngudi ¢ 6c quan sat chi tiét

e Be flexible and versatile in work: linh hoat va da nang trong cong viéc

5. Weaknesss: PIEM YEU

— Lack of practical working experience: thiéu kinh nghiém lam viéc thuc té
— Hot-tempered and sometimes cannot control my mood: néng tinh va nhiéu khi
khong thé kiém soat cam xuc

— Sometimes | am too Result-oriented: nhiéu khi t6i qua chu trong vé két qua
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— Before [ was an introvert person: trudc day toi 1a nguoi hudng ndi
— I am a perfectionist so that sometimes I make decisions: to1 1a ngudi cau toan nén
nhiéu khi ra quyét dinh chdm

— | am over detail-oriented: tdi 1am viéc qua cha ¥ vao chi tiét

6. Experience -KINH NGIEM LAM VIEC

A. DOCUMENTATION/C.S STAFF (DOCS/CUS): NHAN VIEN CHUNG
TU/HO TRO

e Receive S| and make the Bill of Lading, Airway Bill: nhan SI va lam BL,
AWB

e Prepare Export & Import shipping documents such as: Commercial
Invoice, Packing List, CO, Fumigation, Phytosanitary, CQ...: chuin bi cac
ching tur

e Handle Customs declaration: ECUS/VNACCS: truyén khai bao hai quan
Ecus/Vnaccs

e Receive pre-alert, submit manifest and VGM to shipping lines: nhéan pre-
alert, khai manifest va VGM cho héng tau

e Keep track of documents procedures and storing: theo dai tién do va luu

trir chung tu

B. LOGISTICS SALES EXECUTIVE: NHAN VIEN SALES LOGISTICS



WEB: TRAININGTANCANG.COM - TAILIEUXNK.COM

PAGE:

CHUNG TU XUAT NHAP KHAU
THU'C TAP XUAT NHAP KHAU

Collect potential customers’ information(email, mobile): thu thap thong tin

khach hang tiém ning (email va sé di dong)

Arrange and manage customer’s info effectively and logically: sap xép va

quan ly thong tin khach hang hi¢u qua, khoa hoc

Search for new customers and make sure the sales target monthly: tim

kiém khach hang méi dam bao doanh s6 hang thang

Update freight(A/F and O/F) from shipping lines and overseas shipping

agent: cap nhat cudc(cudc air va cude bién) tir hing tau va dai ly
Prepare Freight quotation and send to Customers: chuan bi bao gia vén tai
va gui khach hang

Do email marketing to potential customers/make cold call(telesales)/set up
a meeting with customers to introduce service: gtri email/goi dién thoai/xay

dung nhiitng cudc hen v6i khach hang tiém nang dé gidi thiéu dich vu

Take care current jobs and handle if trouble arise: theo doi cac nghiép vu

va xu ly phat sinh néu c6

Cooperate with Docs/Ops/Cus/Coordinator dept to handle jobs: két hop bo
phan chimg tir/hién truong/hd tro/diéu phodi dé xur Iy nghiép vu 16 hang

Make plan and collect customers’ loans: 1én ké hoach va thu hoi cong no
khach hang
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C. PURCHASING STAFF — NHAN VIEN MUA HANG

e Search and work with domestic/overseas suppliers: tim kiém va lam viéc

voi nha cung cap ndi dia/nudc ngoai

e Arrange inquiry and request for quotations: chuan bi hoi hang va giri yéu
cau bao gia
e Study quotation and negotiate to choose the appropriate suppliers: nghién

ctru bao gia va dam phan chon lya nha cung cap phu hop

e Make the Purchase order. Arrange international payment (LC, TT, DP)
and follow the shipment progress: soan don dat hang, 1am thanh toan qudc
t&(LC, TT, DP) va theo ddi tién d6 don hang

e Check and store the importing documents: kiém tra va luu trit chimg tir

e Cooperate with forwarder/logistics partners to arrange for customs
clearance and transportation to warehouse: két hop véi cong ty giao nhan

tién hanh thong quan hai quan va giao hang vé kho

e Cooperate with sales dept/production dept to prepare for next order plans:

két hop cung bd phan ban hang/san xuit dé chuan bi ké hoach dit hang méi

e Support Accounting Dept with Bill, taxation and other given tasks: ho trg

b phan ké toan vé hda don, thué va cac yéu cau khac

D. EXPORT SALES
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e Search for potential customers by using B2B website, social networks and
other channels: tim kiém khach hang méi bang b2b web, mang xa hoi va
kénh khac

e Do email and digital marketing to approach potential customers: gt

email marketing, cac kénh marketing khac tiép can khach hang
e Prepare and send quotation/offer: chuan bi va guri bao gia cho khach hang

e Do transaction, negotiation with customers. Arrange for direct meeting
and take customers to factory/plants: giao dich, dam phan véi khach hang.

Séap xép gap g&, dan khach hang thim nha mdy, xudng

e Arrange and prepare for Pl and Sales Contract. Follow the production

and shipment: chuén bi PI, SC, theo ddi qu4 trinh san xuét va giao hang

e Follow and handle the customs clearance and Arrange for shipping
documents to submit and collect money from buyers: theo doi va lam tha

tuc thong quan, chuan bi chtng tir xuét trinh doi tién khach hang

e Take care of customers and push for new order plans: cham séc khach

hang va cap nhat thong tin giao hang

e Work with forwarder to update the freight, consignment status: Lam viéc

cung forwarder cap nhat cude va tinh hinh 16 hang

E. NEWLY-GRADUATED STUDENTS: SINH VIEN MOI TOT NGHIEP:
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Fully understanding of Export-import process with customs policy: hiéu r&

vé quy trinh xuit-nhap khau hang hoa va chinh sach hai quan

Basic knowledge of Logistics: Incoterms, air/sea/road fee and surcharges,
transportation, combination with Exim field: kién thtrc nén tang vé
logistics nhu Incoterms, cudc/phu phi hang khong/bién/bd, giao nhan van

tai, sy két hop véi XNK

International payment: LC, TT, DP (documents, application process, fee):
hiéu 13 thanh toan quéc té vé LC, TT, DP (cach mé, chi phi md, cac chimg

tir giao dich thanh toan quéc té)

Shipping Documents: Invoice, PL, CO, BL/AWB, Fumigation,
Phytosanitary, CQ, CA, MSDS, Insurance, Shipping cert, other certs...
Lam cac chimg tr XNK: ...

Customs procedures: using ECUS/VNACCS, check HS code, customs
policies for many goods and categories: Thu tuc hai quan: biét sir dung

Ecus/Vnaccs, tra m& HS, chinh sach cdc mat hang va nhom hang quan ly

International transaction: Email (Offer,inquiry,quotation,Claim...),
practical negotiation skills. Prepare for PO, PI and Sales Contract: Giao
dich qudc té: email thu tin ngoai thuong, k¥ ning dam phan thuc té

Chuén bi PO, PI va SC

Proficient in using B2B websites, well equipped the social networks, digital
marketing and brandname used for practical works: Str dung thanh thao



WEB: TRAININGTANCANG.COM - TAILIEUXNK.COM
PAGE: CHU'NG TU’ XUAT NHAP KHAU
THU'C TAP XUAT NHAP KHAU

B2B websites, trang bi k¥ vé mang x4 hoi va k§ nang digital marketing phuc

vu cong viée thuc té hang ngay

e Basic knowledge of Processing: kién thiic nén tang vé gia cong/ché xuat



