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Welcome to the Bilingual
Onllne Job Seeker Handboo{(
(e AR
CHAO MU’NG BAN DEN VO’I\ \'
PHUO’NG PHAP!TIM VIEC LLAM TREN MANG

This step-by-step guide will help you:
Cac bwéc hwéng dan gitp ban tim viéc trén mang:

e Get ready to apply for jobs online; Chuan bi dti ho so' dé nop don cho
cong viéc trén mang

e Search and apply for jobs on the internet; Tim va nop don xin viéc lam trén
mang
and

Dung E-mail dé truyén dat, trao doi
théng tin v&i nha tuyén dung hoac

e Use email to communicate with employers chd doanh nghiép

The last page of this handbook is a “glossary,” a list of important words that you will need to understand for the

application process. There are simple definitions in the glossary for each word marked with an asterisk(*).
Nhirng tlr duoc danh déu hoa thi (*) s& dworc gidi thich rd & phan Chu Giai (Glossary) cudi quyén sé nay

We hope that you will keep this handbook as a tool for current and future job search.

Chung téi hy vong rang ban sé gilr quyén sb tay nay nhw 1a mot céng cu dé gitp ban tim viéc lam trong hién
tai va twong lai.

Good luck!
Chuc ban gap nhiéu may man!

{‘ Ne|ghbo 100d House

munitics. Since 1906

A project of the City of Seattle in partnership with Asian Counseling and Referral Service and Neighborhood

House.

Dy an hop tac cua City of Seattle v&i Asian Counseling and Referral Service va Neighborhood House.
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) ) BEFORE YOU START
CHUAN Bl TRUPOC KHI BAN BAT DAU TiM VIEC LAM TREN MANG

1. Set up an email account. You can set up a free email account at many different websites, including:

Tao mét hop thw (Email) trén mang : ban c6 thé tao hop thw trén cac trang web (websites) cho dung mién phi,
co rat nhiéu trang web khac nhau cho tao hop thu mién phi tiy y ban chon, ching t6i gidi thiéu mét so trang web
théng dung ma ban c6 thé chon

Yahoo! ( http://www.mail.yahoo.com),

Google (tim va link* véi trang web "Gmail" tl http://www.google.com) hoac
Hotmail (http://www.hotmail.com).

Ban dung hép thw nay dé g&i, nhan va lwu triv thuw.

You can send, receive, and store messages from an email account.

For help setting up an email account, see this handbook’s section, “SETTING UP AN ACCOUNT OR PROFILE.”
Dé duoc tro gitp thiét Iap mot tai khodn email, xem phan ca cudn cdm nang nay, "Thiét lap mét tai khoan ho&c ho so."
2. Gather all of the information you need.

Tap hop tat ca cac théng tin cta ban.

Personal information. This is your full name, address, and telephone number.

Théng tin ca nhan : Ho tén, dia chi, sb dién thoai ctia ban

TIP: If you do not have a permanent address where you can get paper mail, find someone who can receive mail for you,
or set up a post office box at your local post office. Also, if you have no telephone or voicemail* you can set up free

voicemail through Laser Voicemail (http://laservoicemail.tripod.com ) or another free voicemail service.

Lwu y: néu ban khong cé dia chi cé dinh thi ban c6 thé nhd dia chi mét nguwdi quen nao dé ma ban cé cé thé nhan duoc
thw hay ban nhé hop thu & bwu dién noi ban cw ngu. Néu ban khoéng cé dién thoai hay Voicemail (may nhan tin ) thi ban
c6 thé tao voicemail* mién phi tai dia chi trang web (http:/laservoicemail.tripod.com ) hodc mét dich vu nao khéc cho tao
voicemail* mién phi.

o Employment history. Company names, addresses, and phone numbers of past employers and the dates you
worked for them. You will also need names of supervisors. If you have little relevant work experience, include
volunteer and unpaid work (like homemaking, childcare, or care of the elderly).

Quéa trinh lam viéc: néu tén cong ty, dia chi va sé dién thoai cac noi ma ban da lam trwdc day va thdi gian ma
ban da lam & dé. Ban ciing nén cho biét tén ngudi quan ly cta ban & cac noi da lam trudc day. Néu ban co it
kinh nghiém vé cdng viéc nhw tinh nguyén 1am viéc xa hdi, hoac lam khéng &n lwong (nhw xay nha, gilr tré hodc
cham séc nguwoi gia) thi ban nén néu ra.



http://www.mail.yahoo.com/
http://www.hotmail.com/
http://laservoicemail.tripod.com/
http://laservoicemail.tripod.com/

e  Educational history. How many years of schooling you finished, the names of the schools, and when you

attended. Include any degrees, diplomas, licenses, or certificates earned.

Qua trinh hoc tdp: bao nhiéu nam ma ban d& hoc xong & cac trwdng ma ban theo hoc, néu tén cac trudong va
thdi gian ma ban theo hoc. Néu hoc vi, bang cap, giay phép hoac chirng chi ma ban dat dwoc.

e Criminal history. If you have a criminal history,* it is important to know when the crime happened, and whether
you were arrested” or convicted” of a crime. If you have a criminal record, please see this handbook’s section,

“Criminal history.” NOTE: Parking and traffic tickets are not criminal convictions.

Qué kher pham téi: néu ban cé criminal history* quan trong nhat |a ban phai néu ra va cho biét sy viéc da xay ra
khi nao va ban da bj arrested* hoac bj convicted* nhw thé nao. Néu ban da cé mét qua khir pham tdi thi ban nén
xem ky phan qua kh& pham téi (criminal history) trong quyén sé nay.

Lwu y: gidy phat dau xe hay pham luat giao théng khéng dwoc cdi la pham toi.

e References. Most employers ask for three (3) references. The best references are “professional” references.

o Professional references: Supervisors, managers, owners, co-workers, or clients.

o Personal references: People who can speak about your character. They can be friends, landlords,

teachers, or community members.

Nguwoi than tin: hau nhw cac nha tuyén dung diéu yéu cau ban phai dwa ra 3 nguoi than tin cia ban ma ho c6
thé lién hé luc can thiét. Tot nhat ban nén chon ngudi than tin:

o Nguoi co dia vi xa hdi: nhw ngwoi quan ly, giam sat, cha, td trwdng hoadc khach hang
o Nguoi than ca nhan: la ngwdi ma ho biét vé ban, ho c6 thé 1a ban cla ban, chi nha, gido vién hodc cac
thanh vién trong céng déng xa hoi.

TIP: Your references should be easy to reach by phone, be able to say good things about you, and speak English well.

Call your references and make sure they can recommend you before you list them.

Lwu y: ngwoi than tin cla ban nén la ngudi co thé goi dién thoai dwoc bat c lic ndo, ho ¢ thé néi nhiéu diéu tét vé ban
va néi tiéng anh gidi. Ban nén goi ngudi than tin cta ban dé héi y kién ctia ho trwdc khi ban dung hay dang théng tin cta
ho.

3. Prepare your résumé, cover letter, and sample application before you apply.
e Résumé. Your résumé should list all of your skills and experiences that are related to the job you want. This list
can include employment experience; education and special training; special skills you have and languages you

speak. For more help on writing your résumé, please visit the WorkSource website at http://go2worksource.com

and select* the link “Résumé Help.”
Chuan bj ban tém tat |y lich (resume), Cover letter* va mau don xin viéc trwéc khi ban nép don:S

Ban tom tat ly lich: trong dé ghi cac kha nang va kinh nghiém lién quan dén céng viéc ma ban mudn nép don
nhw kinh nghiém vé nghé nghiép, hoc tap, khao huan luyén dic biét, khd nang dic biét va ngdn ngi ma ban c6
thé noi. D& tro gitp ban viét mot ban tdm tat Iy lich, ban cé thé vao trang web http://www.go2worksource.com va
select (chon)* dén muc "Resume Help".


http://go2worksource.com/
https://fortress.wa.gov/esd/worksource/StaticContent.aspx?Context=ResumeWriting&CurrentPage=ResumeWriting

Cover letter. Most online job applications do not ask for a cover letfer.* If you would like more information on how
to write a cover letter, there are many resources online. For example, visit About.com,

http://esl.about.com/library/business/bl_jobs_find.htm,

http://jobsearch.about.com/od/coverletters/Cover_Letters.htm; The Owl at Purdue,

http://owl.english.purdue.edu/owl/resource/549/01/; and Job Star,

http://jobstar.org/tools/resume/cletters.php#Good)

Cover letter*: hau nhu khi nép don xin viéc trén mang thi khéng doi hdi cover letter*, néu ban mudn biét cach
viét cover letter* nhu thé nao thi c6 nhiéu mau viét sén trén mang, ban c6 thé vao xem mau & céac trang web sau:
About.com, http://esl.about.com/library/business/bl_jobs_find.htm,
http://jobsearch.about.com/od/coverletters/Cover_Letters.htm; Owl at Purdue,
http://owl.english.purdue.edu/owl/resource/549/01/; Job Star,

http://jobstar.org/tools/resume/cletters.php#Good)

TIP: Do NOT put the following information on a cover letter or résumé: (1) marital status; (2) date of birth; (3) sex or
gender; (4) age; (5) hobbies; (6) immigration entry date or status; or (7) pictures; (8) references; (9) religious beliefs. Also,

never put Social Security Numbers or banking information on a résumé (see the “Identity theft” section of this handbook).

Lwu y: khong ghi cac thdng tin sau trong Cover letter* hoac Ban tom tat Iy lich cGa ban: (1) Tinh trang hén nhan; (2) Ngay
sinh; (3) Gigi tinh; (4) Tudi; (5) S& thich; (6) Ngay hay tinh trang nhap cw; (7) Hinh anh; (8) Ngwoi than tin; (9) Tinh
ngwdng ton giao Clng khdng nén ghi s6 bao hiém xa hoi (Social Security Numbers) hoac thong tin ngén hang tréng ban
tom tét Iy lich (xem muc "Panh cép théng tin” trong quyén sb nay).

e Sample application. It is helpful to prepare a sample, paper application before you start. You can find and print a

sample application at the Quint Careers website, http://www.quintcareers.com/employment_application.pdf. Have

someone who speaks English help you with spelling and grammar.

Mau don xin viéc: & mau don da dwoc soan sdn ma ban phai dién day da théng tin ciua ban vao trwéc khi ban
ndp don tim viéc. Ban cé thé tim va in mau don nay ti trang web Quint Careers,
http://www.quintcareers.com/employment_application.pdf ban nén tim mét ngudi nao dé biét tiéng anh dé gitp
ban (néu ban khéng ré tiéng anh) vé cach viét va ngir phap.

4. Leave yourself an hour or more to finish each application.
Thei gian: ban nén danh th&i gian 1 gi& hodc hon dé dién x6ng cAc mau don xin viéc.

5. Take good notes to help you remember where and when you applied for jobs.

Include usernames™and passwords* in your notes. Example:

S6 nghi nh&: ban nén nho ghi cac thong tin day dd vao s6 vi sb nay sé nhac ban nho la da nop don & nhirng noi
dau va khi nao, bao gom cé viéc ghi username* va passwords* vao so. Vi du :


http://esl.about.com/library/business/bl_jobs_find.htm
http://jobsearch.about.com/od/coverletters/Cover_Letters.htm
http://owl.english.purdue.edu/owl/resource/549/01/
http://jobstar.org/tools/resume/cletters.php#Good
http://esl.about.com/library/business/bl_jobs_find.htm
http://jobsearch.about.com/od/coverletters/Cover_Letters.htm
http://owl.english.purdue.edu/owl/resource/549/01/
http://jobstar.org/tools/resume/cletters.php#Good
http://www.quintcareers.com/employment_application.pdf
http://www.quintcareers.com/employment_application.pdf

Employer & Date of

Application

Position

Username
(agent, profile name)

Password

Responses
& Comments

Hilton Hotels 4/26/2008

Receptionist Annielee Squid456# No response
Swedish Medical Yes. Emailed
Centers Administrative . . confirmation of
4/26/2008 Assistant ST L SN application on
4/26/2008.
Yes. Emailed
University of confirmation of
Washington Clerical Annie_lee Squid456#1 application on
4/28/2008 4/26/2008.Interview on

5/12/2008.




SEARCHING FOR JOBS AND APPLICATIONS ONLINE
TIM KIEM CONG VIEC VA NOP DON TREN MANG

Job search websites. Some helpful job search websites are http://www.go2worksource.com ;

http://www.monster.com ; http://www.quintcareers.com ; http://www.truecareers.com ; http://hotjobs.yahoo.com ;

http://seattle.craigslist.org, and there are many more. Most of these websites let you search by the city, state, and

type of job you want. For help deciding which job categories interest you see the “Top 10 Quintessential Jobs” link

on the QuintCareers.com website at http://www.quintcareers.com.

Tim viéc lam trén trang web: mét sé trang web tro' gidp tim viéc lam nhw: http://www.go2worksource.com ;
http://www.monster.com ; http://www.quintcareers.com ; http://www.truecareers.com ; http://hotjobs.yahoo.com ;
http:/seattle.craigslist.org. va con nhiéu trang web khéc ciing tro gitip tim viéc. Ban c6 thé tim & trong thanh phd,
tiéu bang va kiéu céng viéc ma ban mudn. D& giup ban chon mét céng viéc phu hop ché minh, ban cé thé xem muc
"Top 10 Quintessential Jobs" & trang web http://www.quintcareers.com.

Specific employer websites. Many companies let you apply for jobs right on their websites. For example, you can
search on the City of Seattle website at http://www.seattle.gov/jobs. Click on the “HOT JOBS” button at the lower
right corner.

Cac trang web dac biét & mét sé cong ty: nhiéu cong ty cho phép ban ndp don xin viéc ngay trén trang web c@a
ho, nhuw trang web ctia "City of Seattle" trang "Career Center" & dia chi http://www.seattle.gov/iobs ban cé thé nhap

>

chuét tréi vao nat "HOT JOBS" & géc dwéi bén phai cla trang web dé tim.

SEATTLE.GOV | City Services | Departments | Staff Directory |/ R \\J About Seattle.gov | City Comactsi
b SEATTLEGOV A —
I St St "*"6;:; E‘cl;‘els. M:yor : ‘ ¥ seattie.gov ¢ This Department
areer Cente PP iHome | (iJAboutUs | (3 Contact Us

Building Your Career and Your Community

How/to Applyl

Job Openings

City of Seattle Personnel Department ]

Passwords:

Create Account or
Log In

New To Our Site?

Tips How to Apply
Online

Frequently ssked
Questions

Quick Resume and
Cover Letter Tips

Application Guide for
City Employees

Application Guide for
External Applicants

Additional Emp?‘o‘?mcm Info;

Fire and Police Exams

Passwords must
have a minimurn of
8 characters. For
more password
information,
including how to
retrieve a forgotten
password, click
Freguently Asked
Questions on the
left.

The City of Seattle - Employment
Building Your Career
and Your Community

Police Officer
seattlepolicejobs.com

The City of Seattle offers an amazing array of career
opportunities, with more than 1100 job titles and 26 operating
departments to choose from. The nearly 10,000 employees of the


http://www.go2worksource.com/
http://www.monster.com/
http://www.quintcareers.com/
http://www.truecareers.com/
http://hotjobs.yahoo.com/
http://seattle.craigslist.org/
http://www.quintcareers.com/
http://www.go2worksource.com/
http://www.monster.com/
http://www.quintcareers.com/
http://www.truecareers.com/
http://hotjobs.yahoo.com/
http://seattle.craigslist.org/
http://www.quintcareers.com/

You can find a company’s home page* by searching online. Common search engines* are Google

(http://www.google.com ) & Yahoo! (http://www.yahoo.com). Here is an example of how you might search for

Hilton Hotels.

Ban c6 thé tim trén mang home page* clia mét cong ty, théng thudrng dwa vao cac trang web théng diing dé’ tim
gitp ban nhuw Google (http://www.google.com) va Yahoo! (http://www.vahoo.com). Vi du sau dung Google dé tim
khach san Hilton Hotels:

Google

HILTON HOTELS o
references
Google Search | I'm Feeling Lucky | Lengusge Tools

by

The search result will look like the list below. You will notice the “Hilton Worldwide Home Page” is a few

selections down from the top.

Sau khi ban g6 "HILTON HOTELS" vao 6 tim kiém, nhap chuét tréi vao nit "Google Search” (ndt tim kiém)
Google sé tim tt ca cac trang web c6 t&r "HILTON HOTELS" trén mang va sé liét ké ra d& ban chon nhw hinh
dwéi day:

Web |mages Maps News Shopping Gmail more v Sign in

Google [RICTON HOTELS

Web [MNews Results 1 - 10 of about 2,790,000 for HILTON HOTELS. (0.42 seconds)
Hilton.com Official Site Sponsored Link Sponsored Links
www_Hilton.com Book direct on Hilton.com For Our Best Rates, .

Guaranteed. Hilton Hotels at Amazon

Millions of titles. new & used.
Hotels by Hilton - Hotel Reservations. Deals. and Room Rates ~ Free 2-Day Shipping wiAmazon Primet
Find and hook hotel raoms online at the official site of Hilton brand hotels. Amazon.com/books
Research hotel locations worldwide, and browse hotel deals worldwide.
www_hilton.com/ - 87k - Cached - Similar pages

Reservations Resorts & Spas
Employment Specials & Packages
Hampton Hotels Reservations Honors Reservations
Login Page

Bl

More results from hilton.com »

Hilton Family of Brands

The US Olympics and Hilton share many of the same core values. ... All Hilton Family Hotels.
Conrad Hotels & Resorts. Doubletree. Embassy Suites Hotels ...

www 1 hilton.com/en_USfwwifobfindex.do - 82k - Cached - Similar pages

Hilton Worldwide Home Page

Hilton Hotels Corporation is recognized internationally as a preeminent hospitality company.
About Us - Corporate History - Management Services ...

hiltonworldwide1 hilton.com/ - 16k - Cached - Similar pages

MNews results for HILTON HOTEL S

Marriott. Hilton planning new hotels - Dec 25 2008
Lima. Peru newspaper El Comercio is reporting that several hotel chains. including Marriott

..«:<§



http://www.google.com/
http://www.yahoo.com/

Local and national newspapers. You can search for jobs from newspaper websites. The Seattle Times website links

to the NW Jobs website at http://marketplace.nwsource.com/jobs. You can also search at the Seattle Weekly at

http://www.seattleweekly.com.

Bao chi dia phwong va trong nwéc: trang web Seattle Time va Seattle Post-Intelligencer, ca 2 trang déu link (lién
két)* dén trang web NW Jobs & dia chi http://www.seattleweekly.com, ban cling c6 thé tim trang web Seattle Weekly
va dia chi http://www.seattleweekly.

Finding job applications on websites. \When you go to a specific company or organization’s website, there should be

a link to the “careers,” “jobs,” or “employment” page. The link may be in very small type at the top or the bottom of the

home page. It may look like this:

Tim viéc lam trén trang web: khi ban vao trang web cta mét cong ty hoac mét noi cla td
cht’yc trang web néo,dé’, thi bar] nén tim va link* den trang "CARREERS", "JOBS',' hoac "EMPLQYMENT", cac muc chi
dén trang nay co6 thé rat nhd nam & phia trén hay dw&i cha trang chinh, n6 c6 thé trong nhw thé nay:

STORES & EVENTS CAREERS CUSTOMER SERVYICE

3

Drop-down menus. You can search for jobs by location and job category on the careers page. Most websites use

drop-down menus to help you search for jobs (see picture below). For example, to select a state from a drop-down
menu like the one pictured below, click the left button of your mouse* on the arrow to the right of “Select.” This opens
the menu and you can use your mouse to select a state. Highlight* a state and click again on the left button of your

mouse.

Muc lwa chon: hau nhw cac trang web déu c6 muc lwa chon dé tro gip ban trong coéng viéc, (xem hinh bén dwoi),
nhw dé chon tiéu bang hay left-click (bdm vao bén phai)* your mouse (con chudt)* vao muc lwa chon tiéu bang &
mudi tén bén phai cda tlr "Select (chon)", muc lwa chon s& mé ra 1 danh sach céc tiéu bang, ban dung chuét dwa
highlight* dén tén tiéu bang can chon va ban lai left-click (bdm phia bén trai)* your mouse (con chudt)* dé chon.

Ohio
Oklahoma
Ontario
Cregon
Pennsylvania
Rhode Island
South Carolina
Tennesses
Texas

tah

Virginia

Wisconsin
United Kingdom
Select..



http://marketplace.nwsource.com/jobs
http://www.seattleweekly.com/
http://www.seattleweekly.com/

Drop-down menus may allow you to search by keywords, *like “nursing,” “clerical,” or “construction,” for example.

Trong muc Iwa chon cho phép ban tim kiém chuéi ky ttr trong muc theo dang keywords* giéng nhw "nursing",
"elerical" hoac "contraction" la 1 vi du.

Maps and pictures. Some websites use maps or pictures to help you search for jobs in a particular city, state, or

country. Click once on the left button of your mouse on the picture or part of the map where you want to work.

Ban d6 va hinh anh: c6 1 vai trang web diing ban dé hozc hinh anh dé gitip ban tim viéc trong thanh pho, tiéu bang
hay trong nwéc. Ban nhap chudt trai vao hinh anh hoac 1 vung trén ban dé noi ma ban muodn tim viéc lam.

Beginning your application. To begin filling out an application or profile,” you may have to select a button that says

“Apply Now.”

Bat dau nép don: dién day du thong tin vao don xin viéc hoac tao profile* ctia trang web, sau d6 nhap vao nut
"Apply Now (Pién don)" hodc "Register (Bang ky)".

Apply Mow M

10



SETTING UP AN ACCOUNT OR PROFILE
TAO TAlI KHOAN

Account. Usually, job search, company, and email websites have users create an account.* They may call this
account by another name like profile,* agent* or login name,* or you may have to click on a link that says register.*
You will have to create a password” too. If you create an account, the website will keep your basic information, and

you will not have to type it again.

Bdanaaba goobaha shaqa baaristu wexey codsadaan xisaab gqofka u gaar ah oo uu ku kaydsado macluumaad kiisa
gaarka ah xisaab taas oo leh fure gofka xisaabtaas iska lehkeliya garanayo.

Username and Password. Different websites ask for different combinations of numbers, letters, and symbols (like *,

#, &) for usernames and passwords. If possible, use the same or similar username and password at each website.

Magaca adeegsadaha iyo furaha.Username and Password. Goobaha kaladuwa ee internetka wexey codsadaan is
ku jir lambaro iyo calaamado kala duwan (sida *, #, &) 0o nogonkara magic adeegsi iyo fure. Hadiise ey kuu suurta
geleyso samayso magic adeegsi iyo fure fudud kuna wada isticmaal dhamaan gobaha internetka ee kaladuwan

Username:
Pssword:

Confirm Password:

USERNAMES:
MAGACYADA ADEEGSI:

o Should be easy for you to remember, for example, all or part of your name or a pet’s name.

Waa iney dhamaan noqdaan kuwa si fudud aad ku xasuusankartid: gayb ka mid ah magacaaga am
waxyaabaha aad jeceshahay.

o Can use numbers, letters, and symbols.
Waxaad adeegsankartaa lambaro, xarfo iyo calaamado intaba

PASSWORDS:
FURAYAASHA:
o Should be secret and difficult for other people to guess.
Waa in ey nogdaan kuwo aan dadka kale si fudud ku helikarin ama ku mala awaalikarin.

o NEVER use any part of your name, your birth date, or social security number.
ISKAJIRNEVER in aad adeegsatid gqayb magacaaga kamid ah, taariikhda dhalashadaada ama lambarka
ssoshal sukuuratigaaga.

o If possible, use a combination of numbers, letters, and symbols.
Hdii ey suurtagal tahay adeegso isku jir lambaro, xarafyo iyo calaamado intaba.

o Enter your password carefully. You will not see the letters and numbers you type—you will only see dots.
You cannot see any mistakes you make.

11




Ugeli furahaaga si daxadar leh. Enter your password carefully. Kuuma muugandoonaan xarafyada iyo
lambarada aad gelineysid-waxa kilaya oo kuu muugandoona waa dhibco. Mana arki kartid hadii aad
galad samaysid.

When you create a username and password, usually you will have to enter the password twice. A
website will not accept your password unless you type it exactly the same in both fields.*

Marka aad samaysaneysid magic adeeg iyo fure, inta badan furaha waa in aad laba goor ku celisaa.
Wuuna kaa diidayaa bogu hadii aadan isla furihii labada khaanadoodba gelin.(fields*).

Choose a password: |""""

Minimum of & characters in length

Re-enter password: |........| L\})

If you use capital letters when you create your password, you will have to type it the same way every time

you log in* .

Hadii aad adeegsatid xarfa waaweyn marka aad unkeysid furahaada, waa in aad isla xarfihii waaweynaa

adeegsataa markasa 0o aad geleysid bogaaga.

Be careful to avoid selecting the “Caps Lock” key on your keyboard.
Can than va nén tranh goé phim "Caps Lock” trén ban phim

Remember to gake notes.
Nh& ghi vao so ghi nho.

12



~ UPLOADING RESUME AND COVER LETTER
DUA BAN TOM TAT LY LICH VA "COVER LETTER" LEN MANG

1. Browse buttons. When a website asks you to ypload” your résumé, it shows you a browse* button. Browse buttons
look like this:

NGt chi dan : Khi trang web yéu cdu ban upload (d3ng 1&n) ban tém tat ly lich (resume) ctia ban vao thi ban sé thay
nat browse*. Théng thuéong thi ban sé thay nhuw sau:

Select a file to upload

When you click on the left button of your mouse on the browse button, a window appears with a drop down-menu. The

drop-down should be labeled “Look in.” Click on the location of your résumé or other document.

Khi ban nhap ndt trai chudt vao nat nay, thi mét clia s6 xuét hién véi muc chon sé xudng co tén la "Look in (nhin vao)",
ban hay chi dén tap tin ban tom tat ly lich hoac tai liéu khac.

21|
Look i I gi Py Computer j @ _? 2 [

‘% Local Disk ()

L CO-RW Drive (D)

\=e BackupDrive (E:)

|@- 5% hait on 'acrsfasliacrs_home' (H:)
EIT only on 'acrsfasl' (1:)

Desktop 5% acrs_share on ‘acrsfasl' (S:)

fxmedidata on ‘acrsfas1' (Z:)
fdp Documents %

. 8
1=

kdy Computer

File name: I j Open
Files of type: I,é.ll Filez [*7] j Cancel |
g

2. Copy and paste. Some websites do not let you upload a résumé. Instead, you must type the information from

your résumé into special fields. Typing all of your information can take a lot of time; so if possible, copy and paste
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the information directly from your résumé. Follow these directions to copy and paste:

Sao chép va dan : mét vai trang web sé khéng cho ban upload* ban tém tat Iy lich cia ban vao, vi thé ban phai
gd céac thong tin trong ban tém tat ly lich vao céc field* ctia trang web. Néu phai g cac thong tin vao thi ton rat
nhiéu thoi gian, vi thé néu co thé ban nén sao chép va dan chuec tiép céc thong tin tir ban tém tat ly lich cGa ban
vao trang web. Lam theo céac chi dan sau d& sao chép va dan

a.

d.

Highlight the text you want to copy by holding down the left button on your mouse at the beginning of the text
you want to copy. Drag* the mouse along until you reach the end of the text. Release the left button. The

text you want to copy should be highlighted.

Nhap diém nhay t6i dau chudi can sao chép, dé mudi chudt dé mudi chudt sau nay va dé phim trai chudt
xuong sau do drag* (kéo) dén cudbi chudi can sao chép, bd phim trai chudt ra. Chubi ban mudn sao chép sé
hién sang Ién.

Click Edit on the foolbar* of your word processing or text only program. This opens the Edit menu.

Nhap vao muc Edit trén thanh toolbar* trong clra sb hay trwong trinh ban dang lam. Muc Edit s&é mé ra

Scroll down and click on Copy.

Pua vét sang xubng va nh&p nat trai chudt vao muc copy.

File | Edit Wiew Insert Formak Help

0 LInda Ckrl+Z
- Cuk Chrl+3%
I.-'i‘-.na =

E Paske Chrl+Y
Paste Special. .,

LT T T=—1

Clear Del
Select Al Chel+A
Eird. .. Ckrl+F
Fird fexk F3
Feplace. .. Ckrl+H
Limks. ..

Dhjeck Propetties  Alt+Enter
Dhjeck

Go to the website where you want to paste your information, and place the cursor* in the right field (or fext

box*) by clicking on the left button one time.

Chuyén dén trang web ban muén dan théng tin ra va nhap nit trai chudt dé cursor* vao & ban muébn dan
thdng tin vao
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e. Again, click Edit on the foolbar* of your word processing or text only program.
Lap lai bwéc trén, nhap nit trai chudt vao muc Edit & mé muc nay ra.

f.  Scroll down to Paste and click on the left button.
Pua vét sang xubng va nh&p nat trai chudt vao muc Paste.

Eile | Edit “iew Insert Format  Help

| Undo Chrie T
— ot Chrl+ i
I.-'i‘-.na [

Copy ChrlC i
E Paste Ej:uecial...! L

Clear Dl

Select Al Chel+8

Eird. .. Ckrl+F

Find filesxk F3

Feplace. .. Zkrl+H

Links, ..

Ohjeck Properties  Alt+Enter

Ohjech

The text you wanted to copy should appear in the field. Read the text carefully and correct any errors.

Chudi ban can sao chép sé& xuat hién vao field* ban muén nhan, hay kiém tra can than trudc khi qua field* khac.

Simple format. You should create your résumé in the simplest format* so any employer can open it with any web

browser* or operating system.* Follow these suggestions to create a résumé in a simple, easily scanned format.

DPinh dang théng thweng @ Ban nén tdo ban tém tat ly lich cGa ban & dang format* théng thwérng dé nha tuyén
dung c6 thé m,c’w trén mang web browser* hoac operating system*. Mot vai trang web sé& ding may Scanning dé
doc ban tém tat ly lich cla ban va lay nhirng thong tin d6 dwa vao mét hé thong co sc’{ dw liéu dac biét cta ho. Hé
thong lam viéc tot nhat la & dinh dang thong thuong. Hay lam theo cac de nghi sau dé giup ban tao ban tom tat ly
lich ctia ban & dang thong thwdng, dé nha tuyén dung cé thé lay dwgc mét cach dé dang.
a. Open your résumé in your word processor program, like Microsoft Word.

M& ban tém tat ly lich cta ban trong mét trwong trinh st Iy van ban, nhw Microsoft Word.
b. Use a simple, even font* like Courier.

Dung dang théng thwong, nhw chon font (chir)* giong nhw Courier.
c. Do NOT use “tabs.”

Khéng dung phim "Taps"

d. Do NOT “indent” (by hitting the space bar or “Tab”) or “center” your text. Keep all lines justified to the left of
the paper (see below).

15



e.

Khong g6 thut vao (nhw dung thanh khoang t‘réng‘ "Spacebar" hay phim "Tab") hodc canh van ban cta ban
gitra trang Gilr tat ca cac dong dwoc canh diéu vé bén trai cla trang (xem hinh bén dwdi).

Align Left

Do NOT use bold, italics, or underlining. Use ALL CAPS for emphasis.

Khéng dung kiéu cht dam, nghiéng hay gach chan. Dung chd in d& nhan manh.
Do NOT use automated bullets or lists (see below).

Khéng dung nhirng kiéu diu tw déng hodc bang ké (xem hinh bén duéi).

L
[
RidE
I
A
Ll

Bullets

Instead, use asterisks (*), hyphens (-), or plus signs (+) to create a bullet style list.

Dung céac ky tw nhw hoa thi (*), dau trr (-), ddu cong (+) thay cho dung céc kiéu dau tw dong.

Save your document in two different formats: (a) Rich Text; and (b) Plain Text. For example: Go to the “File”
drop-down menu and find “Save As.” Save a version of your document as “TEXT ONLY” or “Plain Text.” Now
you can open the document in Notepad or another plain text program.

Lwu tap tin cta ban 2 dinh dang khac nhau: (a) Rich Text; va (b) Plain Text. Vi du: dé lwu ban nhap chudt trai
vao muc “filq" va tim dén muc "Save As sau do ban chon kiéu Iwu tap tin 1a "Text Only" hoac "Plain Text" &
muc chon kiéu Iwu. Bay gi& ban c6 thé mé tap tin cla ban trong Notepad hoac mét trwong trinh Plain Text
nao khac

Close your document and open it again in “Notepad” or another plain text program. Check to make sure it
looks right.

Dépg tap tin cta ban vg m{y lai & trong "Notepad" hodc mét trwong trinh "Plain Text" ndo khéac, kiém tra chac
chan noé duwdc trong thay tot.

Save any changes you made.

Lwu nhirng thay déi ma ban da lam.

See the WorkSource website for more information on “scannable” résumés.

Xem trang web WorkSource dé hiéu cach lay thong tin ban so yéu ly lich trén may "Scannable

http://www.go2worksource.com (chon résumé help).

TIP: Use a more attractive resume format to bring to interviews. o )
Lwu y: dung cach tao dinh dang théng thudng cho ban tom tat Iy lich cta ban sé la mét hap dan dé dwa ban dén
phong van.

16


http://www.go2worksource.com/

COMMON ONLINE APPLICATION QUESTIONS
CAU HOI XIN VIEC LAM THONG DUNG TREN MANG

Personal information. Most online job applications ask you to fill out personal, employment, and education

information. Take special care to protect your personal information.

Théng tin cd nhan : hau nhw moi don xin viéc 1am trén mang déu yéu ciu ban phai dién day di moi théng tin ca
nhan ctia ban nhw nghé nghiép va hoc van cla ban. Thong tin ca nhan cla ban tuyét déi sé duoc git kin.

Educate yourself about identity theft! Identity theft is a risk when you post your information online. It includes
crimes like someone using your social security number so they can work, using your credit card information to buy
goods without your permission, or using other aspects of your identity to commit crimes. For more detailed advice
on protecting yourself from identity theft, see one of the nonprofit identity theft websites like World Privacy Forum

(http://www.worldprivacyforum.org/jobscams.html) or Privacy Rights Clearinghouse

(http://www.privacyrights.org/identity.htm).

DPanh cap thoéng tin canhan ! Danh cap thong tin 1a mét diéu rat nguy hiém khi théng tin cA nhan cda ban trén
mang Loai toi pham nay giéng nhw 1 ngwoi ndo do dung sé bdo hiém x4 hoi ctia ban dé ho cé thé 1am viéc, hay
dung thé tin dung ctia ban d& mua hang héa ma khéng dwoc sw cho phép cda ban hodc dung théng tin do véi vé
bén ngoai nhw ban dé pham t6i Nhirng I&i khuyén chi tiét hon cho ban trong viéc bdo vé thong tin ciia ban khéng
bi mat trém, hay xem trén trang web World Privacy Forum (http://www.worldprivacyforum.org/jobscams.html)
hoac (http://www.privacyrights.org/identity.htm)

Short answer questions. Some applications require you to write in sentences. If they do, keep your answers

short and professional. Here are a few examples of possible questions and answers:

Tra l&i cau héi ngan ngon : vai mau don xin viéc yéu cau ban phai viét mot doan van, néu ho cé yéu ciu nhuw
vay thi ban phai tra I&i mét cach ngan gon va sac thwe Sau day |a mét vai mau cau héi va cau tra 1.

Q: Why do you want to work for our company? (Grocery Store)

Tai sao ban muén lam viéc & cong ty chiing t6i? (Ctra hang thwe pham)
A: | want to work for your company because | respect the quality of food that you sell, and | like
the friendly atmosphere of your stores.

Toi mudn lam viéc & cong ty vi téi tin twdng vao chét lwgng thic phdm ma cong ty ban va toi
thich bau khong khi than thién cta cong ty

17



http://www.worldprivacyforum.org/jobscams.html
http://www.privacyrights.org/identity.htm
http://www.worldprivacyforum.org/jobscams.html
http://www.privacyrights.org/identity.htm

Q: What qualities make you the right person for this job? (Produce Worker)

Dwa vao kha nang nao, ban ghi minh la doi twong dung vaéi cong ty nay? (Cong Nhan San
Xuat)

A: | am the right person for this job because | worked at a fruit and vegetable store for two years
in my home country, | love fresh produce, and | enjoy helping people choose healthy foods for
their families. | also enjoy working on my own and as part of a team.
Toi chac chan co thé lam tét cong viéc nay vi toi da lam viéc & mot clia hang trai cay va rau
twoi dwgc 2 nam & qué nha téi. Toi thich nhirng san pham twoi va t6i thich giup moi ngwoi

chon nhirng thc pham tét cho strc khde, cho gia dinh ho. Tai thich lam viéc tw tic va voi
dong doi.

TIP: You should never put personal statements like “I need this job because my landlord just raised my rent,” or

“My husband still lives in my home country, so | need to work to support my family.”
Chu y: ban dirng bao gi& dwa quyén lgi ca nhan cta ban ra nhw "Téi cAn cong viéc nay béi vi tién thué nha cta

t6i vira mai lén gia" hodc "'Chong t6i van séng o qué nha, vi thé tdi can cong viéc dé giup gia dinh t6i.

Reason for leaving your former job. After you type your employment history, some applications ask for your

“reason for leaving” a job. Keep your answers short, positive, and honest. Do not try to explain everything.

Ly do ban nghi cac cdng viéc trwéc day: sau khi ban da dién day da cac théng tin ma ban da lam trwdc day,
vai don xin v’iéc,sé hdi ban "ly do ma ban nghT” Iém,viéc & do. Ban hay tra I&i mét cach ngan ngon, rd rang va
chan that. C6 gang dirng gidi thich qua nhiéu chi tiét.

DO USE POSITIVE PHRASES: DO NOT USE NEGATIVE PRASES:
e Wanted a more challenging job e Quit
e Wanted a job with more responsibility e Fired
e Work was seasonal e Job was too dirty.
e Wanted a career change e Laid-off
e Needed permanent full-time work e Not enough pay
e Lack of work e Too far away
e Work was too hard
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Dung cum tw Khéng dung cum
khang dinh tw pha dinh

e Mubdn cong viéc thtr thach hon e B3 vide
e Mubn cong viéc véi trach nhiém hon e Bidudiviec

e CoOng viéc thoi vulviéc lam theo mua _
e (Cong viéc qua do

e Mubn thay ddi nghé nghiép khéac
e Bisathay

e Can cong viéc 6n dinh toan thoi gian e Tra luong khong dd
e Thiéu viéc lam e Cong viéc qua xa

e (Cong viéc qua cuc

Educate yourself about discrimination. In King County, an employer cannot discriminate against you based on
race, color, religion, disability*, sex, national origin, sexual orientation, marital status, parental status, Section 8
housing subsidy, ancestry, retaliation or age. Also employers can only ask certain kinds of questions concerning

disabilities or criminal history in the job application process (pre-employment). For examples of fair and unfair

interview and application questions, see the Washington Administrative Code, WAC §162-12-140 (find these

regulations at http://www.leg.wa.gov/legislature).

Nhan thirc chia ban vé viéc déi xtr phan biét : & King County (M§ Qudc), cac nha tuyén dung khéng duoc ddi
x& phan biét voi ban dya trén co s& nhu sac tdc, mau da, dao gido, disability*, gii tinh, nguén gbe, dinh huéng
gidi tinh, tinh trang hén nhan, tinh trang gia dinh, trg' cap nha (’y,lté tdng giong ho, than thich ho&c tudi. Cho nén
cac nha tuyén dung chi diing cac cau hdi xac thuc nhw phdng van dat, khong dat va cau hoi xin viéc, xem
Washington Administrative Code, WAC 8§162-12-140 (tim muc diéu 1é &http://www.leg.wa.gov/leqislature).

o Disabilities. For more information about discrimination based on disabilities and “reasonable
accommodations,” contact Washington Protection and Advocacy System, http://www.wpas-rights.org/, 1-800-
562-2702 (TTY 1-800-905-0209), or the Equal Employment Opportunity Commission of Seattle,
http://www.eeoc.gov/seattle/index.html, 1-800-669-4000.

Bénh tat: thong tin viéc phan biét dbi x&r véi nguwoi bénh tat va tién nghi hop Iy hay lién hé Washington
Protection and Advocay System, http://www.wpas-rights.org/, 1-800-562-2702 (TTY 1-800-905-0209), hoac
the Equal Employment Opportunity Commission of Seattle, http://www.eeoc.gov/seattle/index.html, 1-800-
669-4000.

¢ Criminal history. The Seattle Office for Civil Rights has a helpful brochure that you can read online at:

http://www.seattle.gov/civilrights/documents/CriminalRecordsfact_sheet.pdf. You can also contact the Seattle
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Office for Civil Rights (http://www.seattle.gov/civilrights/) for a referral to a legal services agency that may be

able to help you.

Qua khtr pham tdi: & Seattle Office for Civil Rights c6 nhitng t& quang céao dé giup d& cho nhirng ngudi nay,
ban c6 thé xem trén mang & dia chi :

http://www.seattle.qov/civilriqhts/documents/CriminaIRecorgsfact sheet.pdf. Ban clng c6 thé lién hé Seattle
Office for Civil Rights (http://www.seattle.gov/civilrights/), dé Legal Agency c6 thé giap ban.

e Background checks. Many employers conduct criminal background checks. If you have questions about
what your background check will show, visit the WATCH website (Washington Access to Criminal History) at

https://watch.wsp.wa.gov/ and select “FAQ” from the left menu (Frequently Asked Questions).

Kiém tra co ban : nhidu nha tuyén dung sé kiém tra hanh kiém pham ti clia ban Néu ban muén xem cau
h&i vé viéc kiém tra co ban nay, hay vao WATCH trang web cla Washington Access to Criminal History & dia
chi (https://watch.wsp.wa.gov/) va chon "FAQ" tlr bén trai muc "Frequently Asked Question".

6. Fillin all fields before you move to the next page or submit your application. If you create an account, you may be
able to go back and correct information later. But not all websites allow for this, so you should come prepared to
fill in all fields the fist time you fill out the application.

Dién vao tat ca field* trwéc khi ban qua trang ké hodc ngp don cia ba. néu ban c6 tao tai khoan thi ban c6
theé quay lai trang trwéc dé chinh, stra thong tin lai cho dung. Nhwng hau nhw khéng phai trang web nao ciing cho
phép [am diéu nay, vi thé ban nén chuan bj chac chan dé dién vao céc field* cho dung truwéc khi qua trang ké.

7. Select only one circle or box. Most applications will ask you to choose answers from bullets, circles, or boxes.
Usually, you can only pick one answer per question. If you can select more that one, the question will say “select

[or check] all that apply.”

Chi chon mét vong tron hodc hop : nhiéu don xin viéc sé yéu cau ban chon cau tra I&i tlr nhivng cai nGt nhw
vong tron hoac cai hd. Théng thuong ban chi co thé chon 1 cau tra 16i, néu ban c6 thé chon nhiéu hon mét thi
cau hdi sé néi "chon hoac danh dau trong tat ca cac muc do".

(O Yes
(®) No [%
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, SUBMITTING YOUR APPLICATION
CHUYEN DON XIN VIEC CUA BAN DEN NHA TUYEN DUNG

If possible, save your work. Some online job applications let you save your work and come back later to finish

and submit your application. But do not assume you can do this on every website.

Néu c6 thé, ban nén lwu lai cong viéc ctia ban : mot vai mau don xin viéc trén mang cho phép ban lwu lai
cong viéc clia ban dang lam va sau d6 ban tré lai lam tiép cho dén khi hoan tat va chuyén don ctia ban dén nha
tuyén dung, khéng nén suy doan la trang web cling cho phép ban lam nhw vay.

Initials. Online, your /nitials* may act like your signature. Usually an employer is asking you to promise the truth
of the information on your application when it asks for your initials. It is important to tell the truth on all job

applications.

Initials* giéng nhw ban ky tén : M6t vai mau don xin viéc yéu cau ban phai ghi initials* ctia ban vao, déu nay
giéng nhw ban hira 1a nhikng tin ban ghi la dung sw that Quan trong 1a ban nén thanh that va cung cap chinh xac.

Submit button. When you finish your application, edit your work, and select the submit button. Usually, you

cannot make changes to your application once you submit it.

NGt chuyén : Khi ban da hoan tat don xin viéc cta ban, kiém tra chinh xta cong viéc cla ban da xéng, ban nhap

nat tréi chudt vao nat chuyén (submit button) dé chuyén don xin viéc ctia ban dén nha tuyen dung. Thong thuwong
ban khéng thé thay déi lai théng tin trong don xin viéc ctia ban khi ban da nhap nat chuyén.

Submit
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COMMUNICATING BY EMAIL WITH EMPLOYERS
THONG TIN BANG E-MAIL (THU GU'I TREN MANG)
VOI NHA TUYEN DUNG

Watch for confirmation emails. When an application asks you for your email address, you should receive an

email confirming that the employer received your application.

Thw xac nhan: khi don xin viéc yéu cau cho biét dia chi hop thu (e-mail) clia ban, ban nén cho dung dia chi hop
thw dé nha tuyén dung c6 thé nhan va tra I&i don xin viéc véi ban.

Replying to employer emails. After a company contacts you to tell you it received your application, you may get a
second email asking to set up an interview. If an employer writes to you and offers you a few choices of interview

times and dates, your reply should look something like this:

Tra |&i thw dén nha tuyén dung: sau khi nha tuyén dung nhan dwoc don xin viéc cla ban, ho sé& bao cho ban
biét 1a ho da nhan dwoc don xin viéc cla ban, sau dé ban c6 thé nhan dwoc moét thw thi hai trong do sé béao
ngay, gi& dé phdng van ban. Néu nha tuyén dung glvi thw dén ban va cé cho ban vai ngay, gie phéng van & cong
ty dé ban chon, ban nén gii thw tra 1&i twong tw nhw sau.

1H [Email address of company or hiring staff].

SIERE RE: Inteniew with company
& -]

Check Spelling

I, «Plain Text

Dear [Company name, Human Resource Manager, or other name],

Thank you for offering to interview me. I can be available for an
interview on [date and time]. Please let me know what I should bring
with me. I look forward to meeting you.

Sincerely,
[Your name]

If you cannot meet at any of the times the employer lists, suggest some other days or times, but if possible, be

flexible.

TIP: “Emoticons” like smiley faces, graphics, animated images, exclamation points (!!!), decorative fonts, and

unusual font colors (like pink, green, or red) should always be avoided.

Chu y: nhitng hinh tweng nhw khudn mat cwoi, anh thi vat, dau cham than (1), phong kiéu hodc phong mau
(nhw hong, xanh la cay hoac dd) thi nén tranh dung trong thu.
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TECHNICAL PROBLEMS
VAN PE KY THUAT

Timing out. You may fime out*if you take too long to fill out your application online. When you time out, your
application may be lost, and you may have to start all over again. If possible, save your work every 2 to 5
minutes, and be prepared with all of the information and documents you need when you sit down to fill out

applications on the computer.

Quéa th&i gian (time out): ban c6 thé sé bj time out* néu ban dién théng tin ciia ban vao don xin viéc qué lau. Khi
ban bi time out*, thi don xin viéc cta ban c6 thé bi mat va ban phai lam lai tr dau. Néu c6 thé, ban nén lwu lai
cobng viéc khoadng 2 dén 5 phit mét lan, khi may bi time out* thi ban c6 thé mé |én lai d& thém hay chinh stra lai
tat ca théng tin d& hoan thanh don xin viéc cta ban.

Freezing. Some websites take a long time to upload onto a computer. After you click on a link at one of these

o
sites, wait until your “hourglass” turns back into an “arrow” . The hourglass shows you that your
computer is still “thinking” or trying to /oad”the web page. If you keep clicking on the same picture or map, your

computer may freeze. This is also true for “next” or “submit” buttons.

Treo (Freezing): trén trang web khi ban load* ho&c upload* qua |au thi may cla ban rat cé thé bi treo. Khi ban

lam mét thao tac link* tren trang web thi mi trd chuét ctia ban = (hourglass*). Ban phai dgi cho mii trd

chubt tré lai nhw lGc binh thwong (arrow*), thi ban m&i c6 thé tiép tuc céng viéc. Khi mii chuét "hourglass"
tirc 1a may tinh dang bao cho ban biét 1a may van dang load* ho&c upload* trén trang web. Néu ban van tiép tuc
nhap nat trai chudt nhw nhap vao bie tranh hodc ban dd thi may tinh ctia ban cé thé sé bi treo Diéu nay ciing
dung khi ban nhép vao nit "Next" hodc "Submit".

Back and forward buttons. Most applications do not let you use the “back” and “forward” buttons on your web

browser. Example:

—
SISNa T 2 (231

If you use back and forward buttons, you may loose all of your work. Instead, use a website’s “previous” or “next”

buttons to get from page to page.

NGt trée vé (back button) va nut tiép tuc (forward button): hau hét nhirng don xin viéc trén mang thi khéng cho
ban duing ndt tré vé& va nat tiép tuc trén trinh duyét web. Xem hinh sau day:

—
SiSSa3 2 1523 ES

Néu ban dung 2 nt nay thi c6 thé cac cong viéc ctia ban dang lam sé méat hét. Thay vao do la dung nut vé truoc
(previous button) va nuat ke tiép (next button) tren trang web dé di tr trang nay qua trang khéc.
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4. Red stars and red text. Check your work carefully before hitting the “next,” “continue,” or “submit” buttons. If you

make mistakes or required information is missing, you will not be able to move to the next page or submit your
application. When this happens, you will see the problem highlighted in red or in red font (red type). Sometimes
a website uses red stars to show you where the required information goes. If a question does not apply to you,

you can always put “N/A” (not applicable), “None,” or “0.”

Dau sao d6 va ky tw d6: kiém tra can than cong viéc ban g6 vao trudc khi ban nhap vao ndt "Next", "Continue”
ho&c "Submit". Néu ban lam sai hoac nhi*ng thdng tin yéu cau khong du, ban sé khong thé qua trang ké tiép hoac
chuyén don xin viéc ctia ban dén nha tuyén dung dwoc. Khi diéu nay say ra ban sé tha highlight* n6i d6 hoac cac
ky tw mau do, thinh thoang 1 vai trang web dung dau sao mau dé dé hién thi & nhirng n&i yéu cau ban cung cap
théng tin Néu cau hdi khdong phu hop, ban cé thé dung "N/A" (Not applicable), "None" ho&c "0"

FINDING COMPUTERS TO USE IN YOUR COMMUNITY
TIM VA SIF DUNG NHIPNG MAY TINH @ CONG CONG

If you do not have your own computer or if your computer is very old, you can use a public computer. The City of
Seattle has created a list of Community Technology Centers (CTCs), which includes centers based in housing

projects, human service agencies, libraries, places of worship, schools, or community centers. Some of these are
open to the public, and others only serve members, students, or housing project residents. You can find this list of

CTCs at http://www.seattle.gov/tech/ctc/.

Néu ban khéng c6 may tinh riéng ho&c may tinh cla ban rat ci, ban c6 thé dung may tinh cdng cong. O City of
Seattle c6 tao danh sach cac Community Technology Centers (CTCs). CTCs gdm nhiéu trung tam cong cong
nhw dy &n nha, phuc vu nhan dao, thw vién, nha tho, trvdng hoc hoac nhirng trung tam thudc vé cong cong. O
nhirng noi d6 mé clra tw do, mot sé khac chi phuc vu cho cac thanh phan nhw sinh vién, dw an nha dinh cw. Ban
c6 thé tim danh sach ciia CTCs & dia chi http://www.seattle.gov/tech/ctc/.
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GLOSSARY
CHU GIAI THUAT NG

Agent: Some websites call your account, your “agent.”

Agent: trang web goi tai khoan cua ban la "your agen" nghia la ban la nguw&i quan ly tai khoan
Arrest: When officers of the law take a person into legal custody.

Arrest: khi mét ngudi bi cAc quan chirc phép luat dwa vao sy giam cam theo luat phap

Background check: The process an employer uses to look up a person’s public records. It usually includes
records of past employment, credit record, and criminal history.

Background check: Sy kiém tra ly lich ca nhan trwéc day cla ban nhw cac céng viéc lam trudc day, sy tin
nhiém va qua kh& pham toi.

Browse button: The “button” a person uses to find and upload files as an attachment to an online job application

or email.

Browse button: 1a nit dung dé tim va dwa céc tap tin 1én mang hay chép xuéng may nhw dwa don xin viéc lén
mang hoac e-mail

Browser: Lets you search for and open documents and websites on the internet.
Browser: 1a nit dung dé ban tim va mé tai liéu hodc 1 trang web trén mang
Conviction: When a court finds you guilty of a crime, you are “convicted.”
Conviction: khi tda an phan quyét ban la ngudi c6 téi, thi ban |a "convicted" .

Cover letter: A letter that one sends with a resume and or job application to introduce oneself and express interest

and qualifications for a particular job.

Cover letter: 14 thw gt dén nha tuyén dung trong dé cé ban tém tat ly lich hodc don gi¢i thiéu vé sé thich va kha
nang cla ban lién quan dén céng viéc ban nop don.

Criminal history: A person’s record of criminal activity.

Criminal history: qua kh(r pham tdi ctia 1 nguoi.
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10.

11.

12.

13.

14.

15.

16.

17.

Cursor: The blinking line where you can begin typing.

Cursor: noi diém sang nhap nhay & dé ban bat dau gé ky tw vao.

Disability: The U.S. Supreme Court explains that to be disabled, a person must have an impairment that
prevents or severely restricts the individual from doing activities that are of central importance to most people’s
daily lives—like walking, seeing, hearing, bathing, household chores, or brushing teeth. For statutory definition
see 42 U.S.C. § 12102(2).

Disability: &' U.S Supreme Court gidi thich nhirng nguoi bénh tat (disabiltiy) l& nhirtng ngudi bi suy yéu, hu hdng
hoac bj han ché & nhirng ho&t dong quan trong déi véi doi sbng hang ngay clia con ngwdi nhw di bd, nhin, nghe,
tam, cong viéc trong nha hoac danh rang Phap luat da néu rd, xem 42 U.S.C. § 12102(2).

Drag: When you physically move your mouse while holding the left button down, creating highlighting or moving

an object on your computer screen.
Drag: an phim trai chudt xudng, dé git va duy chuyén vét sang trén déi twong ban muén chon trén mang hinh.
Field: A space for typing information in an online application.

Field: 6 trdng dé gé thong tin vao nhw & trong don xin viéc trén mang.

Font: A style of letter type, like Times New Roman or Courier.

Font: Kiéu chlr d& gd vao van ban nhw phéng chi Times New Roman hodc Courier.

Format: The style and layout of a document.

Format: cac kiéu dé trinh bay van ban

Highlight: To color certain text grey, black, or another color so that you can cut, paste, or copy it.

Highlight: 1a vét sang bao lay chudi ky tw, c6 thé c6 cdc mau nhw nau, den hodc 1 mau khac, ban cé thé cat, dan
hoac sao chép.

Home page: The first or main page of a website, used give basic information about the site or the company.
Home page: trang dau hay trang chinh cta trang web, né gém céac théng tin co' ban cla trang web.

Initials: Your initials are the first letter of each of your names: first, middle, and last. For example, the President’s

full name is “Barack Hussein Obama,” and his initials are BHO.

Initials: 1a ky tw dau trong méi chir cGa tén ban gdm dau, gitra va cudi Vi du tén day du cia tdng thdng la
"Barack Hussein Obama" thi initials 1a BHO.
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18.

19.

20.

21.

22.

23.

24.

25.

26.

Keyword: A word an employer uses, like “clerical,” to categorize applicants and match them with available jobs.

Keyword: 1a tw ding dé phan biét gidy to, tai liéu Cac nha tuyé dung thuwong diing trong cac mau don xin viéc dé
doi chiéu, phan loai v&i cac cong viéc hién cd, nhw "nhan vién van phong" véi cac cong viéc khac trong cong ty.

Link: A word or picture that when left clicked (or selected) takes the user to another web page.
Link: khi nh&p nt trai chudt vao 1 tir hodc 1 birc anh trén trang web nay dé dén trang web khac.
Load: When an operating system reads a program, a web page, or a file and opens or makes it run.
Load: khi hé théng m& mét trwong trinh, 1 trang web hay 1 tap tin ra dé doc, xem hoac lam né chay
Login name: A username, used to get into your online account.

Login name: 1a ban mé tai khoan cla ban ra dé dung.

Mouse: The small, hand-held item one uses to select text, click “buttons,” and move cursors and pictures on

computer programs and systems.

Mouse: mét dung cu nhd, dé trong ban tay dung dé chon ky tw, chudi hodc nhap vao 1 nat trén mang hinh, duy
chuyén doi twgng nhw blre anh trong hé thong may tin.

Operating system: The software that runs programs on computers. Operating systems include Microsoft®
Windows® XP® or Apple® Computer's OS, among many others.

Operating system: chwong trinh phdn mém chay trong may tin, c6 thé nhu Microsoft® Windows® XP® hodc
Apple® Computer OS.

Password: A secret set of letters, numbers, and/or symbols created and used to access online services like email

or other online accounts.

Password: 1a chudi cac tlr, cd hodc cac ky tw dac biét nhw #, & ... dwoc tao bi mat dé vao cac dich vu trén mang
nhw vao tai khoan hay hop thw cta ban.

Profile: Your personal information, usually including your resume information. It can also be used to mean

“username.”

Profile: 1a nhirng théng tin ca nhan nhw théng tin vé ly lich, né ciing cé y nghia nhw thdng tin vé ngudi dung.

Register: To enter your name and information into a computer system.

Register: nhap tén va thdng tin cta ban vao hé théng may tin.
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27.

28.

29.

30.

31.

32.

33.

34.

Select: To left-click on a word or a picture that links you to another page, or to highlight text.
Select: nhap nat trai chudt vao 1 tlr hay birc dnh dé két ndi dén 1 trang web khac chon 1 chudi ky tr.

Search engine: Systems like Google, Alta Vista, and Excite that allow computer users to search for documents

and websites on the internet.

Search engine: cac hang nhw Google, Alta Vista, va Excite cho phép ngwdi dung may tin c6 thé tim kiém céc tai
liéu va trang web trén mang.

Text boxes: See “field” (above).

Text boxes: nhw "Field" & trén

Time out: When you exceed a time limit.

Time out: vwot qué gidi han vé thoi gian cho phép.

Toolbar: Where the icons are located at the top of your word document or web browser.
Toolbar: nhirng biéu twong & phia trén cac cta s hay trang web.

Upload: To move a file (like a word document) from one system, disk, or computer to another.

Upload: duy chuyén tap tin (nhw tai liéu Ms Word) tr hé théng, dia hodc may tin dén 1 noi khac (nhw trén mang,
may in...)

Username: A personalized set of letters, numbers, and/or symbols. It is not secret like a password.
Username: tén tai khodn ctia ban gém tir, sé hodc biéu twong, né khdng bi mat nhw password

Voicemail: A recorded phone message.

Voicemail: dé lai tin nhan trén dién thoai
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