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JOB INTERVIEW
INVITATION EMAIL
YOUR RESPONSE

vustouns job interview Gu TWldiAavumeluSuidies 1ois1lasu
email MUDN31 ArUTAWIUSDUIISN 11AzIVAFSDU interview IS1AEDJIISY
NMiss1pu email Gu fdes:aiU professionalism MilkAudidiua
imTudasulamidonisilu interview

HR v2JUSGEMD13=dIDIVANIIUURDDE1IAIUAIUN

Subject: Invitation to Interview for the Administrative
Officer Position at ABC Company

Dear Ms Arisa Seenam,

We are pleased to inform you that you have been selected
for an interview for the Administrative Officer Position at
ABC Company. We were impressed with your application
and believe that your skills and experience align well with
the requirements of the role. We would like to invite you
to our office for an in-person interview with our hiring
team.



Please find the details below:

Date: June 22nd

Time: 10AM

Location: 123 Main Street

Interviewers: HR Manager, Department Manager
Please confirm your availability for the proposed date
and time. If you have any scheduling conflicts, kindly
suggest alternative times that may work for you.

In preparation for the interview, please bring the following
documents:

A copy of your resume

A list of references

Any other relevant materials you wish to share

If you have any questions or need further information,
feel free to reach out to me directly at HR@ABC.org or
123-456-7890.

We look forward to meeting you and discussing how
you can contribute to our team.

Best regards,

Jim Smiths

HR Administrative Officer
ABC Company
HR@ABC.org
123-456-7890.



— —

IS1Ads:zndunauluadninm iJ professionalism nuutilag

Subject: Confirmation of Interview for the Administrative
Officer Position

Dear Mr. Smiths,

B10us1o613515 TKTS Mr. udo Ms. udo title MMIKIVau
IVouuiludiuavoliAm na:muadeuluanasaldingdla nEinndu
Aulne 15100313 title N1A36MUAdY 39353 NazUIWANARIY

Thank you for reaching out and for the opportunity to
interview for the Administrative Officer position at ABC
Company. | am excited about the prospect of joining
your team and contributing to your company’s success.
is1fivouaruimnlilomaisilall interview AUIAT p81EUEN
SoshnKuInaz3austn siliosnlkiAsEnntidunA email
template MIs1dImounnAu 151350314 personalization TKAU
IMazuSGUAIAMBRKDL ISTAUDNIAISN3T ISTETUIFULINIABU:
no1:lanlomanizsoununaznoniazlailuaduntlunnu
a1SavoiustuvoiimiuouiAb

| am writing to confirm my availability for the interview
on June 22nd at 10AM. | will bring a copy of my resume,
a list of references, and any other relevant materials as
requested.

151AUDN31 IS13IIV8ULWD confirm 3us1TUTAU: NUSuDaA

IMUuDNUI o81auladuldaidnAsy IWo personalize your remail
response U:A: 1S1ND9133:UDNI1 1D1AIS1AZIFSYUIDNAISUNDEN]
nimikisumsauldadammuiiinIvoul




Please let me know if there are any additional details or

preparations needed from my end prior to the interview.
woauIiImoul 1S1AUDNAUIAI3 Mibo:IsSIWUIFIUAIAKDINS

uSorioimslKisumssusdo:IsIWUIRILAUDNUITAIaY

| look forward to meeting with you and the hiring team
to discuss how my background, skills, and experiences
align with the needs of ABC Company.

Thank you once again for this opportunity.

1I571A2s close nyaUs:luna | look forward to + noun /

gerund (v-ing) IWoNanI31 ISTIKGIEIBNSD UM IDIAT
nan:zlawnAgnuinN Is1awisno:lsiknuusGnvolinnull
na: AivouAtuiA3nASIamsulomai Us:sluavounmuaniet
o JHNWATS IWS1:IR81S131EUST MDUIST interview 1353
is1fsioswaUslentikiiouiu

Best regards,
[a Best regards na>o&1au comma

Arisa Seenam
098-765-4321
arisaseenam@gmail.com
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A WEEK BEFORE
THE INTERVIEW

noau job interview an | week Axsuia:Isuns

I. Research the company: nou3:IU interview I1S1A2sKU1ADILIVIIA
AU mission and vision na: products and services 5i1J 4 VoJUSGHK
GuAou uPNNBUSGMIST 119133 INIsUIUIREIAU industry
trends 513 ¥ IWolKkisiiA2WSIREIAU industry Ais1981N3zVATUIU

2. Understand the role: 1s1:12391u JD KSD job descriptions
Tkivalanuunoaminulias iwsizidoisivaluviiulandd GAoaIn
M1IUSEN expect 31s1AzsiD A TU1A:10uU skills WEDIT AMLS
AWM Us:aunisniiiisi 1azAuSuRAsoURLIAURIIKUIGU M

3. Prepare your stories: anJilininisuiuldiag 51Tudsmisa 151i
stories o:IsinanJgdHUVDIIsT IW31:Uu skills Mis10 uso AUASA
Tunisian$ad 1s1a11snls STARR method MISUAIN situation
BIMsniADD:ls 1a26uadY task AdAJMIsIDNUDUKLIBTAIN
uEoFIMIsIITATII 0 I TKTE 1356URIY action Aomisnszviii
IsIOFUTITUIWOTKTATUZIMISIE1ITATS 1326UADY result Aowa

[

vosmisns:ziiitiuoonuiiduognals na:uaiuade reflection 1xs1NIsnud

aouo:Isis1U1J usouaosuaosulkisiUununuuin




4. Know your resume: Uon3inIivau resume (KANAD 15151231V
laza1u1sNzMoUAINILINYdAUAIMISISsUlU courses KD study
program 51J 4 k8D BISUAYMINUADULINGD IS1ADSIMSUISDIS1D
MiRgIvalAushkuIaiiu na: aziuintiaiisnmavuiulsasn
Uszaunmisniinatlaihnianlunisususigisioiognalsing

5. Practice common questions: RN6oUAMUAISISEIS 4 31
IsisioJlauniunuuau 15U Tell me about yourself. kSo

Can you walk us through your CV? Sd

Why do you want to work here?

o1uniolUisou M 1meDIS1U tips and tricks
d114SUNISBIDUAINIY interview €1n Y







DURING THE INTERVIEW

1. Dress appropriately: n1sisissd 1DuFInsnAnAURIZUIS
FAFUIST D1WIRIKTIDUR Vi luAU# interview 1stiATUaula
luAuawisnvoJisagikso NIk first impression &1AnyUIN
Aouiis1:31UINAYAUIAT IAMD1AIEAFUISTUNED

2. Arrive early: nmismsarsiaidaraAnyuiIn y Iwsiznisiisiluane
Dunanininisiisilu respect 12a1voJAUDURAIY AIUUAISI(UNISD
Ksosolu zoom link 129 10 - 15 UuIiNDU interview

3. Have necessary materials on hand: 11i513:=10u onsite interview
kéo online interview I1S1AYs3:IM3BUIDNAISAAIANYIBU CV VOIS
u$o 1Ionaisdu IWodulK interviewers udodslu zoom chat T6viuii
m31udu

4. Be confident and positive: og kA WUs:KuLUINTKISIQILITUTA
Tus=d1J interview UIVAI) stay positive

5. Listen and respond thoughtfully: 53lAWannAIMUTKE

TusioJsurou ARTKANDU 1ADADYMDU




6. Ask insightful questions: KaJ31NNM1IUSGY interview 1S11AD
IMAzUalomalkisilaniuAINIu NAUDIII:DYINSISDJ salary
IEISIAIIADSDIUNAISDIITUISDIIAYD ISTAISIMNSYUAINIUDEIIBU

How would you describe your company culture?
ou1InlKaniosSuIgINEdNUCculture KSD3S5NIsM1I1U TUUSGK

Who would | be reporting to?
ISI619Js19J1UlAs KsSo TAsIduIRIUI9BIIASIVDIISIUUID]

How big is the team?

nunmidumenuionAu olasull




INTERY &
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AFTER THE INTERVIEW

Kai interview 1as3 saUszuiru 24 33lua nadxddiwaldvauarcu
M1IUSEMIAIADY 1519133:[8 template nuuli

Dear Mr. Smith,

| wanted to extend my sincere gratitude for the
opportunity to interview for the Administrative Officer
position at ABC Company yesterday. | appreciate the time
you and the team took to discuss the role and provide
insight into the company’s culture and objectives.
Is1AUDN3 D8INIzvouAmuniKlomaIsIlALT interview d145U
FNKUIT VOUACUMAAZIDAIVDIAUIAALVD IAUAEALIEIY
o5u1elvVoyaIwuINIEKUINAzUSGH

| truly hope that my work values and experiences align
with your company’s mission and vision, and the position.
IsTAwATUUS:UIru31 15195331 AdwEIulumsiouva s
nazUs:aunisnipinl 4 voJis1A:IKkUIzauAU mission and vision
voJ uSUMALU nassinkulnaiasiu

I’d like to once again thank you for your time and
consideration. | hope to hear from you soon.
n3>Aoenzvounrudnasiamsunamalomanliist
naz53313:6v1DNMIUS IS M T

Best regards,

Arisa Seenam
098-765-4321
arisaseenam@gmail.com
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DIFFICULT QUESTIONS
AND TACTICAL RESPONSES

I.What is your biggest weakness?

NMsHDUAINIL3T IRBDuvalIsiAoa:ls TUIBIS01318 M 1wsizfsoull
nuulian Amouliuo13azbusidgi eTumssinaulaliIATIUAI1sT 1b
3sInun AAJTUTE3N isiisoJiFonindauiiaikiiouaziTudoyul nsisy
AU383nN1SNUBIIS1DE A g30u TualuT@idudoyuivolnlnns 15u

For mid to senior positions:

| sometimes struggle with delegation because | like to ensure
tasks are done perfectly. However, I’ve been working on this
by gradually trusting my team more and focusing on providing

clear instructions and support.

dwmsSurihnkuinus:zaunanionla:

u1Jn§J5uUUryM1|§aJvaJmsuauuqu1u IWs1zausoululidIu
MNog1JAPDNUNASIAUYSAINUU 2813lsAnu JuADe 4 Wiuu1Ind
TnunisAoe v 1UalaBauluiuuliLINVU 1IGUTUTuEoavo sk

AUzU181I5AIRUNa:NSaluauuwdniAMDE1IIRIUN




For entry positions:

| sometimes struggle with overwhelming workload because

| like to ensure tasks are done perfectly. However, I’ve been
working on this by better prioritizing my tasks and always
seeing all my tasks from the bird’s-eye view so that | can stay

on top of all tasks and prioritize them properly.

SKSUEIKUIISUEU:

u1Jn§J5uUUmM1HUJ1uVi5uﬁa Iws1:auneInlkIIuMNDE1IIzDD NN
1as1SusSagauysninuu o813lsAmy dunaidsudsasininlluln
OlnuNsTnA1GUANILAIANVDIIUMIINIKABIVUNA:WEI8TUUD IUL
UUVDINWSIUVDINUMIKUA IWalkanuisnAuIUE1I 4 TAnaIna16u

AMUAIAYVDIIIUUU M [ADE1JIKUI=auuINVU




2. Describe a time you failed.

1lanJmpNIsauisisandiwainlda: luvoyasioazissn IngisuaIn
alntiolinoo:ls namstwaiaoe1ils nnTvdoyuiroeils nazisusgus
o:[snIuKNIsnitiung 15U

In my previous job, | missed a project deadline as | was
struggling with overwhelming workload and so my time
management was not at my best. | learned the importance

of setting realistic deadlines and communicating effectively
with my team. Since then, I’ve improved my time management

skills and have successfully met all my project deadlines.

AouKrtind auingdinuiasfkuaNaINIsaI1u 1aJnmautiu
JurhasaAunuiduiioognazus:nouAunisIANIsIDA1IUVDI
Sudialusiviads Kaulams=xiIn$tiAMUAIAY Vo IMSAIKURA
12a1N1sd1J1UD81335IInazN1saoasAUALTKTUS:aMS mwuinvu
LI duLT SulAWKIUIINUENISTANISIDATIVDIEIDIVUNAzaIUISD

dJ1JumIKuamunmuKuanaivailasinisinalisi




3. Why should we hire you over other candidates?

AT 91332MK1S1HDI promote FdIDIKUDY NKiN2E1lUMUNU
AUDU focus NAIUAIUISOVDIIST NIKUI=aUAUBIKUINAIDIANS 1TU

My background in the education industry combined with

my technical skills in IT uniquely positions me to contribute
effectively to your team. My proactive approach and proven
track record of delivering projects on time and within budget

make me a strong candidate for this role.

JszaunisninisrMiJtumunalknssSuNISANU SOUAUMNUIWIAY
law1:sdMIMUlbiivolau ilkauawsnluAdwsuIKaona:zlkns
aduauuiiuiuvoianulnog1iddszansniw 38n1smM1iJuIdisnvoiau
nazUss5Eimsviauniiuutu Tawgiududivoulasinisansa
MsIsnuMmuuaalazgIngluiuus:uiruvoilAsinisoanmndy

AN KaudualAsniiAuauoHIwSguWSaUASUBIIIKLUIT




4. Tell me about a time you had a conflict with
a colleague and how your resolve it.

N1s3:MDUAINILG biDJss3d 1sTTUTADINISATUTMUAUD U 1513510
focus TuAwawIsnvasis TunisiAJoyKIIWOKIMIIDDNY win win
1Is1a11snid STARR method (Situation - Task - Action - Result
- Reflection) Talag 15U

At my last job, | had a disagreement with a colleague over
the direction of a project. | suggested we meet to discuss
our views and to agree on some terms. We both shared
our views and finally realized that our end goals were

the same. We then compromised by combining both of

our ideas which helped us successfully completed the project?

NuaEAVDIAU uDANUAMIKUTLRMSIAUAUIWDUSIUIUINYIAU
nAvavoaldsiaa auddiauasusiiaus:suiwou$oINgdNUULLDI
voIwdNIsT nazkavornailurioulvuiads:nisadau wanisising
AlanyadJuanuAmunazaanelag wonisidubitwmueiiesiu
Nnduis13sumsus:ius:uouiu InensszaUAMUARLI1I Y
VOJISTIADINAAIEAU BIA:srelkisiaiuisniilasimisiikasa

aarilm




5. What is your expected salary?

\ummuiisiEinas:Slumsmouszautisiasu: 1sAlupuina:
1ISuNSoIUIN IKNNSyNU28lU NRIKDoUIsIVDINEDIRIILTAMAIDN
30uIs1AdSABID IV research 13nUdaiwoKuIuIGouIdus=ui
msuzauAUENKUITU industry Hisialdasiu AMpuUVDIISIiD1IA:
ponuls:zurud

Based on my research and experience in the industry, | expect
a salary in the rage of X Baht to Y Baht. However, | am open
to discussing this further and am willing to negotiate based on

the overall compensation package and growth opportunities.

Nnmisiaulanivoyanazuszaunisnilunuamaiunssul auninudl
>NJuldpu=EluBII X UM DI Y um pe1JlsnEu auidandg
A1SUNISIASNIWUIFUNIAzBURAKI=SUWINISEDSDIIAEWIISAUIAIN

NWAIN3IAIKIDUNIMunIKunialonmalunisisiviniuiudnog




6. Why are you leaving your current job?

aAwmSuAmnmud 1s1no81TUsianKIIIuIN walgIuwaAnRIAIuUIN
voJnisidaguiiu 1su AMuNDKUuImianisionia naznisJiu
IS19133:zp1oulunuul

I’ve enjoyed my time at my current job, but I’'m looking for
new challenges that align with my career goals and skills.
I’m particularly excited about the opportunities your

company offers, which is perfect match for my background.

auidAduaveaannalluimiiudiiatu 1ENMaJIvDIKIAIUMIMIY
KU v naoamAdaoJlnamsinualgIUIaAzMNUYEVDIAU QuSANBIUIBIU
[JuwiAuiiussnvoinnulaidalomatlk 5310uzaIMMsINUUs:aunisni

IAUVDIAUUIN M
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AN EXAMPLE
JOB INTERVIEW DIALOGUE

Interviewer: Good morning, Jane. Thank you for coming
in today.

Candidate: Good morning. Thank you for inviting me.
I’m excited to be here.

JFumuni: a5a5ASU AU vouauAuluSudu:ASu

(= =y

alas: a>anA: VounnUMISyAuUIU=A: aukiuisiuuInilauiiini

Interviewer: Let’s start with you telling me a bit about yourself.
Candidate: Sure. | have over five years of experience in project
management, most recently working at ABC Company where

| led a team on several successful projects. | have a strong
background in management and am looking to bring my
expertise to your company.

Raunmuni: oo nlkiIsuiAIATRYIAUEDATKWIKUDSTA TUUASU
Wauas: A: IAubUszaunmsnilunisusuisiasinisuinnin 5 U
a1an AU unusGn ABC 33 Ruipailufouthiiululasinisi
UszaupdiudnSakarslasims 1auaulasoimsianisnazi

backgroundlumunisianis naz=nmaiuairniloman’:=lnlsAowu

1I5udv10yUA:




Interviewer: That’s great to hear. Can you tell me why you’re
interested in this position?

Candidate: I'm really impressed with your company’s innovative
approach and your commitment to delivering only the best to
your customers. | believe my experience in management aligns
well with the needs of this role, and I’m excited about

the opportunity to contribute to your team and help drive
your projects forward.

Waumuni: fiasasu ndviluacubaulashnkuid?

Haias: 1IAuUsziulaAu38nsudnssuvaIusGnamuna:aANuLIbu
TumsdiuauznananTkAuanA IuIBo3Us:aunisnivaliaulu
AUMSTAMSADAAEDIAUANUKDINISVDIMIIKUIT nazauiiuisiu
nulomaia:ladacusounuiiuvaiamunazsievuindoulnsins

voJaruluviauun




Interviewer: What would you say are your biggest strengths?
Candidate: | would say my biggest strengths are my
organizational skills and my ability to lead cross-functional
teams effectively. For example, in my last role, | led a project
that required coordination across five departments. | created
a detailed project plan, communicated clearly with all
stakeholders, and ensured we met all deadlines, which resulted
in a 20% increase in efficiency.

Haumuni: AcuidInnvIo:lsuiinsu?

Walas: RUAADIIRUDUNU:NISIANIsSIaADIUaIWIsniunIstinuviy
KUniilapg110Us:aMS mMw Epog1318u Tunuaigavadiau IRulsth
TAsImisibipIUszanuIus4313 5 nwun Inwulasinislnuazden
A0a1SAEANUBAIUAURKINEIVOINIKUA naziulaIWINIST

awisnmiuikiasiIinuamuinikuaialold diwaawsnindu

IWUVU 20% 281J0US=ansniw




Interviewer: That sounds impressive. On the flip side,

what is your biggest weakness?

Candidate: | sometimes struggle with deadlines because

| want to ensure everything is done perfectly. However,

I’'ve been working on this by better managing my time and
prioritizing my tasks properly, which has helped me improve
in this area.

aunmuni: AUINIAgASU 1adIRdDUVDIANUADD:ISASU?

=y =p

auas: U1JASIDNIIDUNYKINUNISMIKUAIAIFIINIU IWS1ZIRUE ]
rioJNislKNUTIO1IIUMNDE1IDDNUNASIAISEUSDYAUYSNIIIUU 1K

b
2 el =D

Maiwsuunintogn: lngnisinasspnailkavuna=-inaiaunnuadinny
voJlnulkisuizau divseluiatlauiniagn:

Interviewer: Do you have any questions for us?

Candidate: Yes, | do. Can you tell me more about the team
I’d be working with and the company’s plans for growth in
the next few years?

Waumuoi: AcuAnua:lsamusuisiualuunsu?

Rains: A: AU e1annedAuLinuaIRlaNnuaslATuuA:

HazN1sI1JNWUNISVY18I1UVDIUSUnluouAmoe1JlsAz:?




Interviewer: Absolutely. You would be working with a diverse
team of talented professionals from various backgrounds.
We have some exciting growth plans, including expanding into
new markets and developing innovative products. We believe
in fostering a collaborative and supportive work environment
to achieve these goals.

Candidate: That sounds fantastic. Thank you for sharing.
Raumuni: ASU Aruaslavhnunuiiuiioodwidiaduaiuisn
KanKkargMulazinNu:gINNKaINKa1wa1gIu 1S1IN1SNINWU
MsIFUTMALBUIRUADY SOUBIMsVenonaIalknazNIsWruU
WAMAUATKL 4 1IsTBolunsasizaniwinmadoumsiinunlinnu
$uifounazatvayudifunazduiwolkussaitmueivad
WalAs: AYJIagA: vouAruauSuvoya

Interviewer: Thank you for coming in today. We’ll be in
touch soon regarding the next steps.

Candidate: Thank you. | appreciate the opportunity to
interview with you, and | Iook forward to hearing from you.
HaunNuo: vaunmmm:uuu ASU I1S13zBiabioAUNAUIUISO M U
iRusfuvumaunalUASy

Walnas: vouauA: RusAnibuinesanilomalauidunivninunu

AMUNA:K3I1[ABUVIDAINANISD 1 TuzA:
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