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1. Resume (D)




The definition of a resume
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Principles of writing a resume

JEILE s, IR B R
SefEREIR 5] Je T HIME B B Rk

Wi B L3R R Al St

bt _E 3 3 B 7 BOE B R

M, KEEH

FRZ G, 155 R, ERRH



Parts of a resume

Personal information/data I PTAEBR
Job/Career objective l WKEIRE (O
Education =h
Educational background HELH=
Work experience | TEEA
Qualifications and skills I AL St

| BEE - _
Hobbies and interests l“ Q% .=

1l = : =




Parts of a resume

Personal information/data

Personal information/data

Name (%432) : Wang Ming / Wang Xiaoming
Gender/Sex ([4£%l) : Male (8) /Female (%)
Date of birth ((H4=HEHR) : December 12, 1995
Place of birth (B4R ) : Nanijing

Marital status (USURE

Unmarried/Single (RI&/£5)
Nationality (E%EZ) : Chinese

Address (G@1HBIE) : No. 228 Ruijin Road, Baixia District, Nanjing, China
Postal code (HREZRES) : 210000
Telephone No. (BB1dS18) : 12345678909 A/
E-mail address (BB S5-H3%E) : wangming@163.com f /
Health (££2EA)T) : Excellent (EE) 1
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Parts of a resume

Job/Career objective

Job objective: an English teacher
an office secretary (VA=)
an administrative assistant ({TINENIR)
an engineer (T #2!M)

a computer programmer (&N iZB5)




Parts of a resume

Education / Educational background

Education

September 2009 — July 2012 Studied in Dongfang Vocational College
Majored in Financial Management
September 2005 — July 2008  Dongfang No.1 Middle school

Gl MR R LS

Accounting (&£11) , International Business/Trading (EPRZR5) , Marketing (137 S1H) ,
Business English (555318) ,




Parts of a resume

Work experience

Work Experience

August 2010  Volunteer for the Shanghait World Expo
2009-2010 Part-time interpreter for College Foreign Affairs Office
2008-2009 Editor of the Campus English Newspaper

=42 Student Union/Council

R parimejobs ST summe o

A3, social practice/activities




Parts of a resume Qualifications and skills

Qualifications and skills

2010  Certificate for PRETCO Level-B
2009 Passed Computer Test and obtained the certificate

BAWECAAAE
' 1. BYSEFREEN A DB/ T ENEFRZBNHESIED
passed PRETCO/Computer Test and obtained the certificate

2.30%...  be familiar with ...

4. NEE2REE IRMNTE) a good command of spoken and written English

6. TENIRIERRBEINZ:  have good skills in operating computers



Parts of a resume Honors and awards

Honors and awards

2011 Second Prize Scholarship
2010 Excellent Student Leader
2009 Outstanding Student

First Prize Scholarship

MHESEFE  Excellent Student Leader




Parts of a resume Hobbies and interests

Hobbies and interests
, Writing
listening to music, singing, dancing
painting,
jogging, swimming,

/football/tennis/table tennis...




Sample

RO RETEERIEATNENENP.

T, &, KB, FTI9IF12R1BEETRAOM. MWUEARDTIREES56
S, BRAREBIE718619018764 , B3 HBElihua@163.com. M8k —NRIBFIMNEYL
{Fo

52007FIF E2010FTHMIRT RAOMB—PS. B2010FIFFE2013F7S
ERORURASERME, BWARIE, 2010FEBIITENSHAFREIED,
ZRIEAOffice’RF. 2011 FBIRIBNARENZHFRFIUED, BLERF,
LIRFO0NFERTE, 202FRINNFFE. 2013F3BR6[EROME—
PSR TABHKBE G IENEAIRS.

Words for reference

ROBRW RS P2 Dongfang Vocational College 28/
RIBNZFERED=ZE  PRETCO UFH Certificate "" f/ .

R5F Scholarship {3554 Outstanding Student SK>J Internship



Sample
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18619018764 , €5
SRikGE
lihua@163.com.
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Resume
Personal data

Name:

Sex:
Marital Status:
Date of birth:

Place of birth:
Address:

Telephone No. :

E-mail:

Job objective:
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20107 BT

i 2010— 2013
ROoMmsE—P3x,

B2010F923 %

2013FTRERS 2007— 2010

RV ARS B
=, BWARB,
Work Experience

201333 E67

 — 2013

Resume

Dongfang Vocational College

English

Dongfang No. 1 Middle School

in Dongfang No. 1 Middle School

EROmE—F

5e3,




Resume

20107 @5 &
M%E;%j:{%i Qualifications and skills

the certificate

the certificate

B, NEA 2011 PRETCO and
Office?R{4, 2011

T BB R 2010 Computer Test and
BE 02 FIRE MS Office
SN

g% RisLha spoken English

/)b o

WP SEXNNESE Honors and awards

—FR=F, 2012

H5FE,

D sE=Edal Hobbies and interests

T2 [SSRAORTONS o and
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2. Advertisement ([ &)




Types of advertisements

Product

ads

Advertisements

Job
recruitment
ads

Service
ads




Tips on writing recruitment ads
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Parts of recruitment ads

Name of the company I FRRE BT 2FR
Brief introduction I FBEEBAI B

BESHR{I

Job/Position titles

T e /ERT

Qualifications/Requirements I N EEEI IR

Job description

Benefits

Ways of application

EEEEL
Tiz4d
e




Usetul words and phrases

> = I BYHBESERN]

engineer (I_#£)M), sales manager ((HEZIR),
marketing manager (I HZIR),
administrative assistant ({TIEXEDIR),

AEES  develop business
HERNEHE promote sales




Usetul words and phrases

= = WA ™ AGobAlRE D8NEL

EMBIE amwork SEIERE) cooperative

AHREBES) communication skills  FE&IBY  creative
MEZEE/] leadership skills BWEKY] efficient
HEEY, {3589 excellent RyaBy flexible

B{S8Y confident FARBY, EERIBY active

BEfE1EBY competent _




Usetul sentence patterns

REEE, AR 7 2 T iR

1. With a college diploma in ...
2. A college graduate majoring in ...
3. University graduate with major in ...

r

Having knowledge in ...

... years’ relevant working experience in ... 1. Have a good command of ...
=

' E'"E@ (gf/l\) "'EB@I1EZ§:\5@ ' E{&Z/ﬁ\%ﬁ}@'"
I.
2. 2. Skilled in ...

Minimum ... years of working experience in ...

- 1A BTN ED SR IR 28 T

1. Applicants should send your resume by e-mail to ...
2. Apply by sending email to ... with resume




Sample

5 BA
KAPE A RTERNERW 2y —, BFEAEPEHISHREIZK,
ARIBREE—RE 11 IM. XKW :
1. FRRAEDES S ;
. T I EE RSN E;
. ERE I EIYE2-3FIEX T IEFRR;
. ARLIERARBIBRINR ;
. AGERIBRNRF8ED (ORA0BE) ;
. NGB PR WindowsA0Excel,
WEEEET2010F18218 (TAR) Zal, RBPEEHUBSHR
HBIFE T & 3% Bl personnel @philips.com o/

Piies

Sy O1 = W DD




Sample

/ Wanted \

Philips is one of the world’s __ |eading enterprises.

NS e
FRNEEWZ—,
AFEAEDEH | Thanks to our steadily growing business in China,

3 gr—‘—; e . . . 0,c
FEREIEK, we now invite a capable person for the following position:
I ARIBES — A0 | |
= T2, Quality Engineer

o _/

T



Ko L3 BTG ;
2. BV LEEW
PR E;
A1 EFIEB
2-3F88K T 1E
299
ARREARAREIME
KRR ;
AGERTBRR
F08e7] (LKA0H
®) ;

SNZ& b -3 Windows
A0Excel,

~

Mechanical Engineering

ﬁbout 35 years old

2. _With a college diploma in
3. _ S 5 -

in Quality

4. Having knowledge in Quality System

5.

both oral and written English

6. Qkilled in__ using Windows and Excel

\ S



J\_TLH%%-\L%}ZOM)EU% / Applicants should _send your resume both in \
218 (N&H1) =8, | Chinese and English by e-mail to personnel@philips.com

RPRIEDLUELBS | pefore next Friday, January 21, 2010.
B TR IR S

personnel@philips.com |

\ _
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Thank you for your attention.




