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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

e

This step-by-step guide will help you:
C8c . loehm@d* gitp bUn tim vi ¢ trén mUng:

Chu¥nb L, " shWtp L hn

ly for j line; . .
e Get ready to apply for jobs online; cong vi ¢ trén ming

e Search and apply for jobs on the internet; Ti? van p  Lhn' odamrréenv i
mUng
and

Dung E-ma i Wiruyn G,  t'r
théng tinv. inhatuywid ng ho

e Use email to communicate with employers. ch, doanh nghi p

The | ast page of this handbook i s a gl ossary, tha

application process. There are simple definitions in the glossary for each word marked with an asterisk(*).
Nh ngt L €c L §isuthoadh (¥)s€L ©c gifithichrd" phfn Cha Gi[i (Glossary) cu” i quyWhi s nay

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

Chung t0i hyv ngriangbtns€gi quyws t ay n "~y . hcbngc ILWgidmban tim vi ¢ lam trong hi n
t v t<€ehng | ai.

Good luck!
Chtc bYn gHp nhiQu may mdn!

{‘ 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.

D anh ptacc a City of Seattle v. i Asian Counseling and Referral Service va Neighborhood House.
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BEFORE YOU START )
CHUf NB, TRh CKHIBYNBAT n AU TCDMMIRENMJNG

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

Tdomt hhp th€e (Engabinpothttds nhimp t h€ tr°n c8c trangnphieb (v
c6 rbt nhiQu trang web khac nhau chotdoh p  t h @phintily y bln ch n, ching téi gi ithi um ts trang web
thong d. ng ma bbn cé thweh n

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

Google (tim va link* v, i trang web "Gmail" t http://www.google.com) hoHa
Hotmail (http://www.hotmail.com).

BUndingh p t h€Tgighdnd v~ _It@ue.tr

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

For help setting up an email account, see this handbook s
nWL €ctr gitp thi/jt Idp m, t tai kho['n email, xem phfn ¢, a cu’ n cXn nang nay, "Thi/jt Idp m t tai kho[n hoHe h* s h. "
2. Gather all of the information you need.

Tdp h' ptbl c[ céac théng tin ¢, a bun.

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

Théng tin canhan :H tén,dach’, s di nth aic abln

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.

L€u nljubidn Kk ht ngch'w: dnithibdncéthwhnh dach'mt nig<€©quen n  Uncoltéthwntidn bl ce
t he Wanh tbp t hb€Su nlin B &€ Nfwbidn Kk h ! n'gnthol hay Voicemail (ma&y nhda tin ) thi bln
c6 thTtYo voicemail* mi. n phi td "akth’ trang web (http:/laservoicemail.tripod.com)  h o tt d chm nao khéac cho tlo
voicemail* mi_ n 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).

Quatrinhlamviéc:n°u t °n ‘@athnvg’ tsynthlii c §c Whil «m’l ¢bml ©y @uianmé h

bin L« L mn Bclng nAtn tcohmoquitglye abidn® c§c nhi Lo Il ©YmbUn b €

kinh nghi mvQcéngvi ¢ nh€ t 3nddmvincgahyi , hotc | " m kh*engatyn nib€bbhai (r
chams ¢ n gg®) thi bln 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.

QuatrinhhyctBp:bao nhi °uUmtlixcxdig” b § ¢* ngm&Eblintheoh ¢, n°u t'°ngvac §c t
th igianmablntheo h c.Néuh cVv, bmgchp, gity p h ®p _hngdehomablm U ‘lce

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 cr i me. I f you have a criminal re

Criminal history. NOTE: Parking and traffic tickets

Quéa kh& ph’ m toi: n/ju bUn cé criminal history* quan tr ng nhbt 1a bln phli néuravacho bififs vi ¢ L[yrax
khindovabUn L «@rrebted*hoHob convi ct effindo. Wkt B «  tquakim phUmt ithi bln nén
xem k: phfFn qua kh phUmt i (criminal history) trong quyWwi s nay.

L €u:gbyphtt duxehayphtmludt gi ao t ht'rcgdilaphdmid. L€

e References. Most employers ask for three (3) 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.

Ng oithantin:hfu nh€ c §wdmhg QiyBuefublnphli L €©a 1 Bthadtino @@hmah ¢
thwién h IGc cfn thi/lt. T t nhet blnnénch n n g ten tin:

o Ng'@& <cavxiihi: nhe€qufndy@iamsat,ch ftrf®g hotc kh§ch hang
o Ngd thon c§ °rnmhdhnbiJuQbln,mgeethWMabling abln,ch nha, gi §o vi °n
thanh viéntrongc n g~ nxah i.

hot

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.

L €eu nigi@thanting ablin n°n "licothwg i mth ai ~ €bBlc lGcndo, h cé thwnéi nhiQu Qut tvQbun
vanéitijnganhgi i. Binnéng i nigh@nting abin Wh iyki/jnc ah t r &€khibdn d¥%ng hay Ltag th
h.

3. Prepare your résumé, cover |l etter, .and sample applicati
e Résuméour résumé should Iist all of your skills and ex|
can include employment experience; education and special training; special skills you have and languages you
speak. For more help on writing your httg:dgo2wéksoungd.cona s e Vv
and sefectt t h eRélsiumké . Hel p

ChuXp b bInt mtdsly 'ch (resume), Cover letter*vamXu L hn ‘xi n ck® blnn p L ISn:

BAntomtAtlylch:t rong L - [@hingc §¢ WKiilihh g gladdnglyi cmabdnmu nnp L hn
nh<€ ki nnhvéngh@nghi p, h ctdp, khdo hubhluy n Hibi t, kh[ n £ n &6 bi tvangdn ng ma blnco
thTn - i Wir giGp bdn vi/tm tb[nt mtdbly [ch, bln cd thwao trang web http://www.go2worksource.com va
select (ch n ) #nni. ¢ "Resume Help".


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

TIP:

Cover letter. Most online job applications do not ask for a cover letter.* 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 hFu nh€ pk htihm otiénmnmUv g t h 3  k_ hi gomeglettér*, m/ju Bn mu” n bi/)t cach
vilt cover | gnhab thicdnhiQum® visitts/ trén mUng, bln cé thvwao xem mxu”* cac 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)

Do NOT put the following information on a cover | etter

gender; (4) age; (5) hobbies; (6) immigration entry date or status; or (7) pictures; (8) references; (9) religious beliefs. Also,

never put Soci al Security Numbers or banking information

L€eu klh:it ng ghi c¢c8c thtng tin Bnadmtdlylichcga b@p(L) Einh trfing hoh rehdn* (2) Ngay. c

sinh; (3) Gi, itinh; (4) Tu i; (5) S thich; (6) Ngay hay tinhtringnhdp ¢ €; (@ h; HE ‘Bijthar\ig; @) Tinh

ng@gtongi 8o Cing kh? b@hwfxahigh{ Seci al Security Numbers)[nhotc

tomtadblyfch (xemm.c " n&mht kit ng tiwid ndly)r ong quy

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.

M¥u L hn ‘xildmXv il hn °Esansmablnphli Qt ify . théngtincuabln v ° oc khi bde
np Lhn ¢BUdmcOMhWimvainmx*u L hn_ wmahgwel Quint Careers,
http://www.quintcareers.com/employment_application.pdf bYin néntimm t n g ©n "~ o/} tiJng arth LWgiGp
bUn (n/Ju bln khong rd ti/jng anh) vé cach vi/jt va ng, phap.

4. Leave yourself an hour or more to finish each application.

Th igian: bin néndanhth igianlgi hoHs h hWL QixébngcacmX L hn ‘xin vi

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

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

S nghinh, :bUdnnénnh ghi c8c Fyhlimgs vis maylEnhde binnh | ©~ [p« nhmh ng nhi
dau va khi ndo, bao g m c[ vi ¢ ghi username* va passwords*vaos . Vid, :

B

C


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
TCM Kl eM CDNG VI C Vé N, P DuN

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 hel p deciTdoipn gl OwhQ ucihn tjeosbs ecnattie
on the QuintCareers.com website at http://www.quintcareers.com.

Tim vi ¢ lam trén trang web: m ts trangweb tr gidptimvi ¢ | * m http:kw@w.go2worksource.com ;
http://www.monster.com ; http://www.quintcareers.com ; http://www.truecareers.com ; http://hotjobs.yahoo.com ;
http:/seattle.craigslist.org vaconnhiQu tr ang web® gdp8ncvi c. Blngd thwtim* trong thanh ph™,
tiWi bang va kiwi cong vi ¢ ma bln mu’ n . Wgiup blnch nm tcéngvi ¢ phth p ché minh, bln c6 thikem m, ¢
"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 Tatl OGBSI p:butwwwn saetat
right corner.

C&c tr ankpbiwe n tis" congty: nhiQucongty chophépbtnn p L hn ' ongay trém frang web ¢, a
h, nh<€ tr_aiGity ohSeditle"drang "Career Center" L a ch’ http://www.seattle.gov/iobs bln c6 thTnhbp
chu ttrai vao nGt "HOT JOBS"" g - ¢ . ib& phlica tr anginveb L

SEATTLE.GOV | City Services | Departments | Staff Directory |/ R \\J About Seattle.gov | City Comactsi
® B ATTLE GOV —— Y —
I NN L et ki N \ D O e D
reg Nickels, Mayor f eattle.gov is Departmen
areer Cente PP iHome | (iJAboutUs | (3 Contact Us
Building Your Career and Your Community City of Seattle Personnel Department |

How/to Applyl

Job Openings

Create Account or
Log In

New To Our Site?
Tips How to Apply

Passwords:
Passwords must
have a minimurn of
8 characters. For
more password

Online information,

Frequently Asked ’ o including how to

Questions retrieve a forgotten
. d, click

Quick Resume and passwora,

Cover Letter Tips : @Lntlm

Aprlicao0 CudETor The City of Seattle - Employment Questions on the

City Employees Building Your Career left.

Application Guide for and Your Comm unity

External Applicants

Police Officer

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

Additional Emp?‘o‘?mcm Info;


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 f i ndhomepagerbypsearchingonline. 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.

BUn c6 thwtim trén mUng home page* ¢, am,
t

gitp bln

t cln
p:/ /1w

s Q@
=

nh€ Google (ht

khéach sUn Hilton Hotels:

The

Google

by

search result wildl l ook | i ke the |

selections down from the top.

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

i st bel

th&c trangWimeb th
)sau damp Mo q dlit &

ow. You

Sau khi bln go "HILTON HOTELS" vao~ tim kiJjm, nhdp chu, t trai vao nut "Google Search” (nut tim kiJjm)
Google s€ tim thl [ cac trang web c6t "HILTON HOTELS" trén mUng va s€ i t

d ei

LOy:

k °WbHnach H

Web |mages Maps News Shopping Gmail more v

Google [RICTON HOTELS

Sign in

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.

Find and hook hotel rooms 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

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

..«:<§

Hotels by Hilton - Hotel Reservations. Deals. and Room Rates ~ Free 2-Day Shipping wiAmazon Prime!

Bl

nh€ h3nh


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.

Bg8o ca2ph€hng
k/lt ) An trdng web NW Jobs
v

Finding job applications on websites.

a link to the

home page.

V "S
‘ ["a ch” http://mwww.seattleweekly.com, btn
"a €h' http://www.seattleweekly.

It may look like this:

Wh e

careers

Tim vi ¢ lam trén trang web: khi bUn vao trang web ¢, am, t

chc trang

L/Jn trang nay cé thwrbtnh, n3mm* p h 2 a

STORES & EVENTS

c:ttrang welp Seatt® Time va Seattle Post-Intelligencer, c[" 2 trang dQu link (lién
c | n gMim trang web Seattle Weekly

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*

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.

M.cl ach n:hfu nh<e

c8c

n h @A\ch n tiwi bang hay left-click (bbin vao bén phli)* your mouse (con chu, t)*vaom, cl ach ntiwi bang’

mu iténbénphlic at

"Select (ch n)",m,cl ach ns€m

ra 1 danh sach cac tiwi bang, ban dung chu t

hi g h | fngém tiWi batig cFn ch n va bUn 14 left-click (bam phia bén tréi)* your mouse (con chu t ) Wch lh.

Ohio
Oklahoma
Ontario
Cregon
Pennsylvania
Rhode Island
South Carolina
Tennesses
Texas

tah

Virginia

Wisconsin
United Kingdom

Select..

n you go to a specific company or
, j obs, or typengt theotgprarehe bottompoktie e .
clng tt Mm@ifcc m
we b Unn "no° nl -t,3 nijnhvaing WCARRBERS", 'JOBS" hoHs "EMPLOYMENT", cac m_ ¢ ch’
t r ° inc altrang chohlgné cothwt r o ng Jmdy€ t h
CAREERS CUSTOMER SERVICE
on the arrow to the righ
Qrc@m, gl arch m WX giGp bln trong cong vi ¢ , (xem h 3hh b°

L €ea


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

Drop-down menus may allow you to search by keywords,*1 i k¢ simyg, clerical, or con

Trongm, ¢l ach nchophép bUn timki/jm chu, ikyt trongm ctheoding keywords* gi-ng nl
"elerical" hoHas "contraction" [a1vid, .

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.

BIn * Lvahinh [nh: c6 1 vai trang web ding b['n | lhoHs hinh ['n h Wditp bUn tim vi' ¢ trong thanh ph” , tiwi bang
hay t r arB§nnhbgchu ttraivao hinh [nhhoHs 1vangtrénbln | lh hi  Hn'mu'm tim vi clam.

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

Apply Now.

Bab fn p LHMn fY £ h*ng tin vchorotnprofieicm Yir ang welbpvasnatu L - nh
"Apply Qow hnhbhi" "lRegi ster (nktng kI)".

Apply Mow M

10



SETTING UP AN ACCOUNT OR PROFILE
Ty O TAI KHOU N

1. 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.

2. 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:
_ Should be easy for you to remember, f cdameexampl e, al

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:
o0 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 typed 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 avoi d os ekleeyc toinn gy otulre kfieGabposa rldo. c k
Cxnthdn v™ n°n tr8&8nh g» ph2m "Caps Locko tr°n b~

Remember to take notes.
Nh ghivaos ghinh .

n

12



UPLOADING RESUME AND COVER LETTER
nhA GRTOMTdTLY L CH VA "COVER LETTER" LEN M§ NG

1. Browse buttons. When a website asks you to upload® y our r é s u mé ,browse* bigtbno Brewsebottons a
look like this:

Nut ch”dXn  KhitrangwebyéucFubUdn up !l oad ([Hthrmtgslylich lesumb) ¢, a ban vao th bln s€ thby
nwt br owse* ngthibdh sEghbyt hnéh € s au:

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 I abel ed Look in. Click on the locatio

Khi btn nhdp nut tréi chu, tvao ndt nay, thim tc as xubl hi nv. im cch ns xu ng co ténla"Look in (nhin vao)",
bUn hay ch” L/Jn tdp tin b['n tom tdyly lich hoHo tai li u khéc.

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

‘% Local Disk ()

L CO-RW Drive (D)

\=e BackupDrive (E:)

I@- 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 | et vy wosutypetpelinfoandtiorafrom é s u mé

your résumé into special fields. Typing all of your i
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the information directly from your r ésumé. Foll ow the

Sao chép vadan m tvaitrang web s€ khong cho bln upload* b['n tém tdbly [ ch ¢, a bln vao, vi th/] bln phli
g0 cac thong tin trong b['n tdm tdu Iy lich vao cac field* ¢, a trang web. NJJu ph[[i gd cac thong tin vao thi t' n rbl
nhiQu th i gian, vi th/] n/ju c6 thWbUn nén sao chép va dan ch c tifJp cac thong tint b[n tém tdvly [ch ¢, a bln
vao trang web. Lam theo cac ch” d¥n s aMsaolchép va dan

a. 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.

thp Whinhby t i Fuchu icFn s ao WhW®ighu t 'Whu ichut sau n” y v’ b ph2n
xung sau U & ®dj)ediehy, ican sao chép, b phim trai chu tra. Chu i bln mu” n sao chep s€
hién sang Ién.

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

Nhbp vao m, ¢ Edit trén thanh toolbar* trongc as hay t r €hndg t a# gh¢HdinsE mMra

c. Scroll down and click on Copy.

n‘€a’ t sang xu’ ng va nhbp nat trai chu, t vao m, ¢ copy.

File | Edit Wiew Insert Formak Help

0 LInda Ckrl+Z
Chrl+3%
= w
E Paste Chrl+4
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

d. 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.

ChuyWwi L ° n t r HBmg nwé bhong tin ra va nhbp nat tréi chu, t Weursor* vao 6 bin mu’ n dan
thdng tin vao
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e. Again, click Edit on the foolbar* of your word processing or text only program.

LHp 14

f.  Scroll down to Paste and click on the left button.

n ‘€ al} sang xu ng va nhbp nit trai chu t vao m, ¢ Paste.

Eile | Edit “iew Insert Format  Help

0 Lnda Chel+E

—  Cut Chrl+
I.-'i‘-.na

Copy ChrlC

E Paste Special, .. !

Clear Dl
Select Al Chel+8
Eird. .. Ckrl+F
Find filesxk F3
Feplace. .. Zkrl+H
Links, ..

Ohjeck Properties  Alt+Enter

Ohjech

_bc®én, nhbp nat tréi chu, t vao m, ¢ Edit LWmM m, ¢ nay ra.

TToTT

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

Chu, i bUn can sao chép s€ xubt hi n vao field* bln mu” n nhdn, hay kiwh tra cXn thdn

t a ki@ qua field* khac.

Simple format.

browser* or operating system. *

n'nhdtn g

You

shoul d
Fol

' cblntomtdsly [chc abUnvalbynh n g

create

|l ow t hese

t ht hgg B%eentlfoblntémtdlylichc abln® ding format*
d. ng co6 thwim' trén mUng web browser* hoHs operating system*. M, t vai trang web s€ d % n g
t i n th th nlg€ac t sy Hiibi tc ah .H

t htng

suggestions

to

m8y

create

t h 1 nngg Wiha@uyw

SWanni

th nglamvi ct tnhbtla® L'n h
[chg abin® din g

L"ng

thmg.ngH¢ € " @nghls @ e\gitiBhbéin tio bln tom tds ly

t h 1 mg Wnha®&yw d ng c6 thiby

Tc@n tcachd dang.

a. Open your résumé in your word processor program, like Microsoft Word.

M b[ntom tdbly [ch ¢, a bUn trong m, t

b. Use a simple, even font* like Courier.

t r €hngl Tt rWhnrh dicrésoft Word.

Dingding t htmg ,t m@®ntéch ) * gi - ng
c. Do NOT wuse fAtabs. o

Khéng dung phim "Taps"
d Do NOT Aindento (by hitting

the paper (see below).

nh€e Cour i

t he

er .

S p a ¢ éneshuatified o the |&ftToa b 0 )
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Khong géth,t v~ o ( nh€ d¥ngntgngt'Ipacebar haytploim "Tab”)hoHs ¢ an h[ne A bbn b
gi atrangGi tBlcfc §c d, mg cla®ivQuemtrdica trang (xemi)h3nh b°n de

Align Left

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

Khong dung kiwi ch' L'dm, nghiéng hay glch chan. Ding ch i nWnhbh mUnh.
f. Do NOT use automated bullets or lists (see below).

Khong dung nh. ng kiwidblit L't n gHs blag ké (xem hinh bén d ‘€i).

41—
F—

Bullets

Instead, use asterisks (*), hyphens (-), or plus signs (+) to create a bullet style list.
Dungcackyt nh<€ h'aq*hdblitn (-), dbli ¢ ng (+) thay cho d, ng cac kiwi dbiit L', ng.

g. Save your document in two different formats: (a) RichTexttand (b) Pl ain Text. For ex
dropodown menu and find fiSave As. 0 Save a version of yo

you can open the document in Notepad or another plain text program.

L €udptinc abln  2nh dlng khac nhau: (a) Rich Text; va (b) Plain Text. Vid, : WL €W rinbp chu t trai

vaom c " f il ehmw” "tSPam el A d¥choaiw LU einla Text Only" hoHs "Plain Text""
m.cch nkiwi | €u .’ bEnag thwh tdptinc ablntrong Notepad hotom,t t r €©hng tr3nh P
nao khac

h. Cl ose your document and open it again in fANotepadod o
looks right.

n- ngptimc abbdnvam IG° trong "Notepad"hotom t t r€hng tr 3 nh " RiWmtiachacT e x t
chdan n -, cttofythbyt t.

i. Save any changes you made.
L€eu._md t hiamgbUi L« | ~ m.
See the WorkSource website for more information on Asc

Xem trang web WAWrcctslbyuhdng n bfn s Mu lyych trén may "Scannable”
http://www.go2worksource.com (ch n résumé help).

TIP: Use a more attractive resume format to bring to interviews.
L €u diingcachtlo ‘nhdin g t h " mgchdbfn@m tably lich ¢, ablns€lam, thbp dXp WL €aln b/t
ph' ng vbh.
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~COMMON ONLINE APPLICATION QUESTIONS
CAUH’ I XINVI' C LAM THONG D, NG TREN My NG

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

information. Take special care to protect your personal information.

Thong tincanhan hfu nh'€© rhn cXamténm¥n g Qulyéu cFu bln ph[i Qi iFY . N ithong tin ca
nhanc abln n h @Qnghgmvah cvbhc abln. Thong tincanhanc abUntuy t LELi€cg kin.

2. 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).

n § n hop thdng tin caAnhan n § n Ibp thedng tinlam t QI rist nguy hiWn khi thong tin ca nhan ¢, a bbn trén
ming Lot iphm n~ "y gi - ngi nh®©o 1Ll objehiedngahsic abln Wh céthwamvi c, hay
dung thTtind, ng ¢, abln Wmua hanghéam™ k h *‘ncg dhephépc ablnhoto ding t hiivg
b°n ngo Un Wphsn€t itNh ngl ikhuyénchit/t h hn Unctrong vi ke b[o Vv théng tin ¢, a bln khong
b mbltr m, hay xem trén trang web World Privacy Forum (http://www.worldprivacyforum.org/jobscams.html)
hoHa (http://www.privacyrights.org/identity.htm)

3. 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:

Trfl icauh ingdang n vaimX L hn oyBucfubdnphliviftm t Yo vin, chiyBwcfuh nh€
vdy thi bln ph[itr[ T im, tcachngdag nvasacth ¢ Sau L ®wiimbicauh ivacautr1 i

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

TG sao bUdn mu" nlamvi ¢ céng ty ching t6i? (C a hang th, ¢ phXm)
A: | want to work for your company because | respect the quality of food that you sell, and | like
the friendly atmosphere of your stores.

Toimu nlamvic' ¢l ng ty vAgvaokthbt thg@h dple§m ma cong ty ban va toi
thich bfu khéng khi than thi n ¢ a cong ty
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Q: What qualities make you the right person for this job? (Produce Worker)

D avaokh[ntng i oghd m3 nmgl T Yhehng tytnd®? (Cong Nhan S[n
Xubt)

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 chdm cothwmamt tcongvi ¢ n ™y v 3  tct im tlg <« hdng trai cay va rau

t €hi ¢ L 2 ‘nduénhatdi. Toithichnh ngsfnphXm t €hi v~ tli nhipec
ch nnh ngth cphXnt tchos ckhe, cho giTaithicBlamvi & t € t ¥ac
Fng il

TIP: You should never put pesspobhl betatsememys| anddkeor d j

My husband stild]l lives in my home country, so | need
Chay:bln _bgbaogi L€a @obicanhanc ablin r a n hf@cohgvitd nayd ivitiQhthué nhac a

toiv. am iléngid" hots "Ch ' ngtdiv¥ns ng h qu° JjmohcFncongvi ctWiyi “%p gi a L3 nh t ]

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

reason for leaving a ,jpasitive, and boagst. Homaot try taaerplaiw evergthing. h o r t

Ly do bUn ngh"caccéngvi ¢ t ¢ €L @ukhibth L @ FYi . Lacthéngtinmabin L« | e¢mlL Oy €
vV i  Lhncs&hibinvyidomabin nghooc’ IL™- mink@y tr[ T im, tcach ngdm ng n, rd rang va
chan thdt. C* gdm g _ ng gilli thich qua nhiQu chi ti/}.

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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Khéng dung ¢, m
t € _plmh

e Muncongvicth t h§ch hhn B vic

e Mu ncongvi cv, itrachnhi m hhr o IE e
e Congvi cth iv, /vi clam theo mua ,
e COngvic qusg dh

e Mu n t hanghQnghi pkhéac )
e B sathly

e CFncongvi ¢’ n ‘nbtoanth igian e Tl €hng khing L

e Thi/uvi clam e Congvi cquaxa

e CoOngvi cquac c

5. 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 8§ 11@-240 (find these

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

Nhdnth cc abtvQui ¢ "Ix phanbit ° King County (M: Qu c),caicnhatuywid ng kh g il €
X phanbi tv, ibdnd a tr °‘nnic@ctsc, m" ulo gid,disability*, gi itinh,ngi’ ng' c ,'n K, mge

gi. itinh, tinh tring hon nhan, tinhtrYin g  gi a Ebp nh& t tdng giong h‘“ , than thich hoHa tu" i. Cho nén

cac nhatuyén d ngch dung caccauh ixacth ¢ nh'@agybh L §t , Ukvhdambgixitivi ¢, xem
Washington Administrative Code, WAC §162-12-140 (timm_c  Qui ° http://www.leg.wa.gov/legislature).

e Disabilites. For more information about discrimination bas:
accommodati ons, contact Washingt onhttp/woew.epastrightsiorg/als800- Ad v «
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.

B’ nh tdt: thongtinvi cphanbi t ik v i hig&htdtvati nnghih plyhaylién h Washington
Protection and Advocay System, http://www.wpas-rights.org/, 1-800-562-2702 (TTY 1-800-905-0209), hoHa
the Equal Employment Opportunity Commission of Seattle, http://www.eeoc.gov/seattle/index.html, 1-800-
669-4000.

e 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.

Quakh phUmt i:° Seattle Office for Civil Rightsconh. ngt quln g cWpi Ypchdnh ng Tniqd,
bUn c6 thwxem trén mUng* L'ach’

http://www.seattle.gov/civilrights/documents/CriminalRecordsfact_sheet.pdf. Bidn ¢ | n gMiénh Seditle
Office for Civil Rights (http://www.seattle.gov/civilrights/) , WL&gal Agency c6 thwgitp btn.

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/andse | e c t FAQ from the I eft menu (Freque

Kiwh t r a[nc hhiQonha tuyén d, ng s€ kiwh tra htnh kiwwh phtim t i ¢, a bln NJ/Ju bYn mu” n xem cau

h ivQvi ckiwh t r aln naj, hdy vao WATCH trang web c, a Washington Access to Criminal History* L'a
ch’ (https://watch.wsp.wa.gov/) va ch n "FAQ"t bén trai m, ¢ "Frequently Asked Question".

6. Fill in 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.

n Q@ vao thl c[ field* { ¢ ki bUn quatrang k/JhoHe n, p L h,rab% n/ju btn c6 tYo tai kho[n thi btn c6
thwouay IS5t r a o gAehtnh, € athongtinl  c ho L %n §u n\th@nkghithntgr aorhg web n” o
ph®p IQindy, vith/]bUn nén chuXn b chde chdan WI @ vao cac field* ¢ h o L khiguattrangk/].

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. I
[or check] all thatapp | vy .

Ch'ch nm, tvongtronhoteh p nhiQu L hn osEyéucfiblnch ncautr[i it nhnng c¢c8i n¥%t 1
vongtronhoHscaih . Th* nug bénhckeco thweh n1cautr[ 1 i, nJubbncothweh nnhiu hhn mtt t
cau h is€noi"ch nhoHs L §ililtrondtblc[ cacm,c L - " .

(O Yes
(®) No [%
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SUBMITTING YOUR APPLICATION
CHUYGN nu N XICK, ABYyN &N NHA TUYgN D, NG

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.

N/Ju c6 thwbth n° n Glcdagvilcc abth m tvaimX L hn otiémmUegicho phépbin | @u |
congvi cc abln Lang | “ m Ut IYsl@mui/Jpleho Lm khi hoan tbtva chuyWh I h abte JJti nha
tuywhd. n g, khing n°n suy Lo8&8n | Y tirramdgrhwebv clng cho ph®p

Initials. Online, your initials* 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.

I nitial s* Ukyténg Mrivai@nXb L hn  oyBurcFubbin phli ghiinitials* ¢ abln v "Qipay L
gi - ng Unth &ah ngtinblUngh | ~ L Ythe Quan tr ngla bln nén thanh thdt va cung cbp 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 chuyWwi  Khibln L « Blo "Inh nt' cxgiabtn\kiWwh trach'nhx acongvi cc abin L« xingp ba

ndt tréi chu, tvao ndtchuyWh (s u b mi tWcHuyw t binn  olgj arbtnv fiinhatuywid, ng. Thfngg t
bUn khéng thwt h a yillithongtint r on g L 'rer aklnkhib¥di L «&p mitchuyW.

Submit
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COMMUNICATING BY EMAIL WITH EMPLOYERS
THONG TINBANG E-MA | L ( T HTRENGMY NG)
V. I NHA TUYgGN D, NG

1. 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.

Th€ x&akmh L h'ncyducfuchebi/i ‘akth'h p t hm@ail)cebln,blin n°n c¢ hachlhpng L
t h @nHa tuyW d. ng c6 thWnhdn vatr[ T i Lhn cxiibbn. v i

2. 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:

Trrl it Wneh&tuyW d, ng: sau khi nhatuyWwh d. ngnhdn 1@ L hn  ocjabUnyhi s€ bao cho bln
bi/tlah L « dnhlce L hn ociablny,i s atncdthwnibdn Teent t h®ai htr 8lbag L - s
ngay, gi LWph ngvbh bUn. NJju nhatuyWid,. ngg it An®Unia co cho bln vai ngay, gi ph ngvbh® cong

t yWblinch n,blnnéng i t pl@ tng® nh€ 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 |

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

Chiy:nhng h3¥mly @€ KkKh udenhthdvd, dbi chbin than (1!1), phong kil hoHs phong mau
( n h“ag,kanhlacayhots .Y t h3® n°n tr&nh d%ng trong the.
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TECHNICAL PROBLEMS
Vi N IQK' THUx T

1. Timing out. You may #ime 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.

Quéath igian (time out): bln c6 thwsE b time out* nfjubln Qhthéngting abin v " o L herguédau. ihi v i
bln bitime out* , t h 3 vi It & a bl ¢6 thWb mbtva bln phliilam Gt LFu. NJjucéthwbin n° nG | €u |
céngvi ckho[n g Jh 5 phatm tlan, khi may b time out* thi btn c6 thTm' 1én |14 Wihém hay ch'nh's a G

tblc[t ht ngWhtoi“"nn [t h” nhcd¢ abin.xi n vi

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

sites, wait untyunrums howuk gi $ The hourglass shaws/you that your

computer is stil |/oad*thédveh gagen I§you keep clitking/on theysamedgicture or map, your

computer may freeze. This is also true for next or

Treo (Freezing): trén trang web khi bUn load* hoHs upload* qua lau thi may ¢, a bln rbt c6 thwo' treo. Khi bln
lamm,t t hao t 8c | i nk* ¢t che hc abEn Whewglasst). BUnmhli “ it rc ho, mli t

chuttr 15 nhe | l/chgI(1arrc1w1'),ﬂf blnm, icédthWti/Jpt ccongvi ¢ .  Khi , thHoirglassh u
tc |I'" m8y t2nhUbifhgayw$o Lamag Hdowplohd tréh wang web. NJju bUn v¥ntifjp t c

nhbp nGttrdichu t  n hEPvao b c tranh hoHo bln ™ Ithi may tinh ¢, abUn cothWsEb t r e @ nmni"y cl ng
I ¥%an g Ya hhibp vho nat "Next" hoHs "Submit".

3. Back and forward buttons. Mo st applications do not | et you use the
browser. Example:
P m——
YN el i 523 B
If you use back and forward buttons, you may loose all of your work. Instead, use a websirtensext

buttons to get from page to page.

Nat tr vQ(back button) vanat ti/p t, ¢ (forward button): hFuh/tnh n g L h n’ ¢ &&n mang thi khéng cho
bUn ding nat tr vQvanutti/pt ctréntrinhduyt web. Xem h3nh sau LOy:

—
YN el Eljériix

N/Ju bln dung 2 nit nay thi co thWeaccongvi cc abln L angEmbihft . Thay v o IQtrkE dv¥
(previous button)vanutk/Jjt i °p (next butt Whi) trang mynquattrang khgc. we b L
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4. Red stars and red text. Check your work carefully before hilftydui ng
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 al ways put N/ A (not applicable), None, or

Db s aovakyt L :kiwntracXnthdncongvi cbin g » v ¢ khi beinmieip vao nat "Next", "Continue"
hoHgs "Submit". NJJu bYn lam sai hoHa nh, ng thong tinyéu cFu  k h . nb§in s€ khong thwqua trang k/] ti/Jp hoHs
chuywh L hn " ogjarblnv fliinhatuyWwid n g “lt© KQu hay $€Xy ra bln s€ thblhighlight* n i | HtioHs cac
kyt m” u, ,th'nhtholng 1 vaitrangweb dingdbli s a o , iWhi nthi® nh ngn iyéu cFubln cung cbp
théng tin NJJu cau h i khdng phu b p, bln cé thwdang "N/A" (Not applicable), "None" hoHs "0"

FINDING COMPUTERS TO USE IN YOUR COMMUNITY
TIMVAS D NGNH NGMAYTINH, CONGC NG

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/.

NJ/Ju bln khong c6 may tinh riéng hoHs may tinh ¢, abln rbt ¢ Yin £6 tiWding may tinh cong ¢, ng., City of
Seattle c6 tYo danh sach cac Community Technology Centers (CTCs). CTCs g” m nhiQu trung tam céng ¢, ng
nh<€ & nhd phcv nh©fo L t m@hathi, “tngKchoHsnh ng trungtdm thu c vQcdng ¢ ng.,
nhng nhi clat doym ts khacch ph cv, chocacthanhphfn nh<€ si n&nvanhh, Béh
c6 thwiim danh sach ¢, a CTCs® L'a ch’” http://www.seattle.gov/tech/ctc/.
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~ GLOSSARY
CHU Gliil THUx T NG

Agent: Some websites call your account, your agent .
Agent: trang web g i tai kho['n ¢, a bln 1a "your agen" nghalabln | ™ i qupng tai kholn

Arrest: When officers of the law take a person into legal custody.

Arrest: khim t n gb@4ac quanch cphépludt L €a . giamafmstheo ludt phap

Background check: The process an employer usestolookup a person s public records

records of past employment, credit record, and criminal history.

Background check: S, kiwntralylch ¢ 8§ nb Ol Obi® nh€ c8§cc di'mg trddtin s
nhi mvaquakh phlmt i

Browse button: The button a person uses to find and upl oac
or email.
Browse button: | “  nYAt 3dilenv§ [Hp@ialércnficg hay chépxung m8y nh€ L'‘@dénl hn X

mUng hoHa e-mail

Browser: Lets you search for and open documents and websites on the internet.

Browser: | © n ¥t Wbdksimga n taili u hoHs 1 trang web trén mUng
Conviction: When a court finds you guilty of a crime, you
Conviction: khi tda an phan quy/tbn | ™ iedg iethi bln & "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: 1 § t h ginpatuyWid ngtrongl -  dntonbtdbly [chhoHo L hrithiguivQs thich va khl
ntngabén | i °n quanchblfnnp clitnrg. vi

Criminal history: A person s record of criminal activity.

Criminal history: quakh phimtica 1 " nhg®€
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10.

11.

12.

13.

14.

15.

16.

17.

Cursor: The blinking line where you can begin typing.

Cursor: n h i Whiséng nhbp nhay* L - Undbdb FUgbkyt 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 thatareof cent r al i mportance

daily lives like walking, seeing, hearing, bathing, household chores, or brushing teeth. For statutory definition
see 42 U.S.C. §8 12102¢(2).

Disability:, U.S Supreme Court gili thichnh n g T ig@h tdt (disabiltiy) lanh. n g Tnig&uy y/u , h

a

ng

hoHo b hHa ch/]° nh. nghotb  ngquantr ng L i1 iwghangngayc a con i n g€ niin, ngtte,

tam, congvi ctrongnhahoHs L &§nh r Ldtg Rh &p° ul wr », xem 42 U. S. C.

A

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

an object on your computer screen.
Drag: bh phim tréi chu, txu n g Wgilvaduy chuyw v/t s § ng t mg béinmu-nich h t@n mang hinh.
Field: A space for typing information in an online application.

Field: 6trdn gWd.» t hing tin v~ o ndiréhnlngt rong Lhn xin vi

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

Font: KiWich LWg » v “ olnv i ‘€b p h Timeg NesvtiRoman hoHs Courier.

Format: The style and layout of a document.

Format: cackiwi WE r 3 nh blhy vin b

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

Highlight: 1a v/}t sdng bao IbY chu i kyt , cothWecécacmfFu n h € n © g 1 miAwekhac, iblén co thweds, dan

hoHa sao chép.
Home page: The first or main page of a website, used give basic information about the site or the company.
Home page: t r a fiughayltrang chinh ¢, atrangweb, n6 g mcact h* ng {ricna tranh web.

Initials: Your initials are the first |l etter of each
full nBamack Hussein Obama, and hi 8BHO.niti als are

Initials: lakyt Lfutrongm ich ¢ aténbing m flu, gi avacu iVid t ° §y L'l af ngth ngla
"Barack Hussein Obama" thi initials la BHO.

of
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