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60 Tieu La, Hoa Cuong, Da Nang City, Vietnam

P —— I WORK SKILLS I

I wish to contribute my knowledge and foundation to support « Basic communication skills

businesses in human resources, especially in recruitment and « Teamwork skills

record management. I aim to improve my professional skills to « Effective time management skills
become a competent HR specialist with solid expertise, « Office computer skills (Word, Excel,

accumulating valuable experience to make positive contributions

PowerPoint)
to the development of the company.

« Legal research and document analysis

skills
EXPERIENCE I

Legal Intern — People’s Court of Region I, Da Nang City

Duration: 05/2025 — 08/2025 REFERENCE PERSON I

Position: Legal Intern
Main Responsibilities:

o . o & TRUONG THI BICH NGOC
Assisted in drafting administrative and legal procedural
documents under the guidance of court clerks i8fi LECTURER - DONG A UNIVERSITY
Organized, (?lassﬁ“led, and stored case files according to " 0911115543
court regulations
Observed and learned the process of handling civil and X ngocttb@donga.edu.vn

criminal cases
Gained practical experience from court clerks and judges
Performed office tasks such as printing, photocopying, and
preparing documents

Achievements:

Acquired knowledge of case file management and legal
procedures

Improved legal drafting and administrative working skills
Gained a deeper understanding of judicial processes and
court operations


mailto:ngocttb@donga.edu.vn
https://www.linkedin.com/in/%C4%91%C3%A0o-ph%C6%B0%C6%A1ng-839269401/
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Human Resources Intern

| 0394509793

53 phuongthu210@gmail.com

APPLICATION LETTER FOR
HUMAN RESOURCES INTERN POSITION

Dear : Human Resources Department, Prince Hotel Da Nang

[ am Dao Le Thu Phuong, a Law student at Dong A University. | have learned that
your hotel is recruiting for an HR Intern position and I would like to apply for this
role.

During my studies and internship at the Court, I have developed carefulness in
handling documents, skills in working with paperwork, and adherence to
procedures. I believe these skills can effectively support tasks in the HR field such
as managing files, assisting with recruitment, and administrative work.

[ am eager to learn and gain practical experience in a professional hotel
environment, as well as to develop communication skills and work etiquette. [ am
willing to learn and complete assigned tasks diligently.

Thank you very much for taking the time to consider my application.

Sincerely,

Dao Le Thu Phuong
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21/10/2005 08/2023 - 07/2027
0394509793 Ctr nhan Luat
phuongthu2 10@gmail.com GPA: 3.75/4.0

Khoa: Luat
Nganh: Luat hoc

https://www.linkedin.com

60 Tiéu la, Hoa Cudng, TP. Pa Ning

MUC TIEU /4 KY NANG LAM ViEC /4 4
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Mong mudn déng gop kién thirc va nén tang dé hd trg doanh . K¥ ning giao tiép co ban

nghiép trong cong tac nhan sy, dic biét trong tuyén dung va « K¥ nang lam viéc theo nhém

quan 1y hd so. Nang cao rén luyén ki ning chuyén mon tro « Ky nang quan li thoi gian hiéu qua
thanh chuyén vién nhan sy c6 chuyén moén viing vang, tich « K¥ nang tin hoc van phong

lily nhiéu kinh nghiém déng gop tich cuc cho sy phat trién « K¥ nang nghién ctru va tra ctu van
cua doanh nghiép. ban phap luat

KINH NGHIEM I NGUOI THAM CHIEU I

Thuec tip sinh — Toa 4n nhan dan Khu vye I, TP. Pa Ning

Thoi gian: 05/2025 — 08/2025 a TRUONG THI BiCH NGOC
Vi tri: Thuc tap sinh phap ly _ . A .

Nhiém vu chinh: E EIOACNS J;Eﬂ ERUGR D
HJ tro soan thao mdt s van ban hanh chinh va van ban tb tung :

theo huéng dan ciia Thu ky Toa an L 0911115543

Sép xép, phan loai va luu trit hd so vu an theo quy dinh cua Toa 54 ngocttb@donga.edu.vn

an

Tiép can va tim hiéu quy trinh giai quyét vu 4n dan su va hinh su
Hoc héi kinh nghiém thuc tién tir Thu ky va Tham phan Toa 4n
Thyuc hién cac cong viéc van phong nhu in an, photo tai li¢u,
chuan bi hé so

Thanh tich dat dwoc:

Nam dugc quy trinh xtr 1y va quan 1y hd so vu an tai Toa an

Rén luyén k¥ nang soan thao van ban va lam viéc trong moi
truong phap 1y

Hiéu rd hon vé quy trinh t6 tung va hoat dong ctia co quan Toda 4n
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THU UNG TUYEN VI TRi THUC TAP SINH NHAN SU

Kinh giri: Phong Nhan sy Prince Hotel Da Néng,

Toi1 1a Bao Lé Thu Phuong, sinh vién nganh Luat tai Bai hoc Bong A. T6i duge biét
Quy khach san dang tuyén dung vi tri Thuc tap sinh Nhan sy va mong mudn dugc
g tuyén vao vi tri ny.

Trong qua trinh hoc tap va thuc tap tai Toa an, t61 da rén luyén duogc su can than
trong xu 1y ho so, k¥ ning lam viéc véi gidy to va tuan thu quy trinh. Toi tin ring
nhitng k¥ ning nay c6 thé hd tro tét cho cac cong viée trong linh vuc nhan su nhu
quan 1y ho so, hd tro tuyén dung va coéng tac hanh chinh.

T6i mong mudn duoc hoc hoi, tich liy kinh nghiém thuc té trong méi truong khach
san chuyén nghiép, déng thoi phat trién k¥ ning giao tiép va tac phong lam viéc. Toi
san sang hoc hoi va hoan thanh tdt cac nhiém vu duoc giao.

Xin chan thanh cam on Quy cong ty da danh thoi gian xem xét ho so cia toi!

Tran trong,
bao Lé Thu Phuong
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