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® Content and Format

® \Writing Techniques

® Sample Reading

® Useful Expressions and Sentences

® Your Try

® E xercises

A resumé, sometimes referred to as curriculum vitae, is a summary of an applicant’s
qualifications for a certain job, usually in the form of an outline of list. It is extremely
important for a job seeker and always plays a vital role in his or her job application. By
learning this chapter students will be able to: understand what sections should be included in
a resumé, grasp its distinctive writing techniques, and make the best use of the guidelines to

write an effective resumeé.

ﬁ Content and Format

[l What Is a Resumé?

H XA (Resumé), tHFR curriculum vitae, & >KERE £ 0L RER 5 A7 (4RFAE FH 95
RIEWKXTFANNER &0, fF7K. B LHAERE B BEAA, E2REENHAE
E. HEHBERURBHN KA TR, — iR sCimif, Nizoo®RIKRIRE A
58, WISKRIRIhPIb2, MR, —mARPIaE. BiRERKE T, WRES 4
SRERFESRERA N, EEMME KT . Frbl, S XRhrE/EECHEE.



] What Is the Structure of an Effective Resumé?

&1 7 — A RLALFE LR LA 75 T B P9 2 :

e N AfE 8 (Personal Data)

&1 7 o BN A (B B RLZ G R ERE 1% 4 (name ) P51 (sex) Hi424E  (birth date )
4= Hh (place of birth) . Fj% (nationality ) £ 5 (native place ). #54H4R % (marital status)
BRER (KA. 559, email ), ARG (health) %5, XHe(E B A SA7 ¥
T EERMNANS, LIAHLRMA,

o NEEER{A7 (Job Objective)

Job Objective 3 fi] B 45 B H 38 H SR BA 3 ¥ SK B R 1) LA 55 SR ER B A7 AR S 1 M4, 6
[ AZES ER HARERAR . — AT DR A PR A% X

To work as (job title) at a (company/ institution)

e HEHR (Education)

HEERBEGEKRIREMNEELT . i, BBl Frsair R 7 i) 4,
SR J L  P HI TR)HE R U 5 o SO RGP AR R o 9S8 5 — R MR R #7114 i
SMBERR CEJD 52, AUFIHETH Ll RRET . AR RIRIEE Y K 224 8 5 =
MR TAEL T, WSS MEREE R E2MER, R E AEEEL WG
%, SR FEF R, Flann] LAs S SR A G 1) 18R .

e T1E (523) £Jfi (Working Experience/Activities)

THELINARE S ARCRERMKLH TE. %40, LRIMAE—BEZHL. o
MESHUTERAL, BN G R H, SEEBEHSIRIRMZE P SIS 2 H A s
FFRERAL, SRS d SRR IR DL R SR AR AN B TAES Pk Xt
N2, BT RIS FIBRA A 3 2 75 TH 75 i, ta] DLA i K= B 7E 5B T 4T T4 A 2.
— R H RS

o #£&5LBk (Social Practice)

HELBRAFEERNIIERZ, B, ERAIINFISR TAE (part-time jobs), &
H4T T (summer jobs) A1V SE 31 56 G SRLIX et 2= Sk FR B IS 1 TAEA %DM X &,
EEMNSHRERLLERE CEER. 8dr. TR fe /iAo,

o R4MESN (Extracurricular Activities)

FETE P rh S HARAE R bl L2 i % AR ERSME BN, AT DLLEJE 35 BRI A BE . EAf.
7%, MAFBRRA . IRINES) T EZHE LN LGS

1. & B &3l (Physical Activities)

fBl4n: Captain of the university basketball team K 2% ERBABA

Player of the college volleyball team %P HEBRBABA
Won the first place in men’s one-thousand-meter race at the university student
sports of Jiangsu Province in 2013

2013 FAEVLHE RFEMRFZEENSHIREF 1000 KfLFE—%4
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2. ERIEF) (Recreational Activities)
4n: Violin (piano, etc.) player of the university orchestra
BARNVIMES (RE%) EER
Won the first place in the university chess contest in 2013
2013 FIRERZRHLFL — 4
Won the runner-up in the college dancing contest in 2013
£ 2013 A5 LB h 3R 2
3. ZAR¥E3) (Academic Activities)
Biltn: Editor of Campus Life, a weekly
Chairman of Kangle Poetry Society in 2013
2013 FAERSREEK
Won the third place in Jiangsu English Speaking Competition in 2013
2013 LI SRR LR IRE =4
4. #4753 (Social Activities)
##: Senior year: President of College Student Council
ML RPERFER
Sophomore year: Commissary in charge of sports in the Student Council
AR HAESEEERR
Freshman year: Commissary in charge of studies in the class
—HEH: APFEIER
o XhFZEE (Honors and Awards)
R G LRB[EEE., WK, =i%4E, RBEA. KB TSR

FIEEHR. Fla0:

Scholarship from the university in 2013

2013 FIRRF K4 &

Excellent League Member in 2012

2012 FERIRILFH BT

“Three Goods” Student in 2011

2011 SEREPPR “ =057 A

o BERFEM S5HREHIHRE (Technical Qualifications and Special Skills)
1. BEAR%E# (Technical Qualifications)

i I R VF 8 BT RS A B P EER BEAR AT AT LA R B A% . il
Passed the examination for export sales staff and got the Qualification Certificate in 2013.
2013 Rl A R B A SRR 5 .

Got CET-6 certificate in 2013.

2013 SFIRKFFEENRIE S

Took out a driving license in 2013.
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2013 FFEARHUE B PR

2. $¥7IHi6E (Special Skills)

& TAEHRAL AT 3 () — Lo B ARG G R AR HIBERE, WiEFRESD. 17, &id, &
s, filhn:

Typing proficiency: 50 wpm T F#ZRFEAL: R 7r4P 50 /> Hin]

Languages: Mandarin, Cantonese, English 155 : POSEEEE, | MG, 55

English: Fluent in reading, writing and speaking JE151E. 5. Uit Fl

Shorthand: 95 wpm #id: /3% 95 F

Computer Language: COBOL, BASIC, PASCAL it Z #li& = : COBOL, BASIC,
PASCAL

o % Z 4 (Character and Hobbies)

EEMIEH, FWRZFHSMNEIRAEEMHS, WSMmBim, &%, il
i E

e iEF A (References)

FEFAE T IR E S HIEB N, AT DAk e 3 2o B IR i 18] P 2 S v SR 4 A5 L A ofy
. WRIRKIEHANG ZE, 20 FE~4—E e,
PLF JUAR A AT A BN B A i -

1 &K BRFEME ARRE, XL An] LLIE R 2 AF L S PR .

2. LIRS, DMEUEBIIRE CAERE S, k55 s AnAN 1

3. FIFEEFEY:, EE IR S Z i .

HUER AN EFEES . AL, A0, il L. .

References

Mr. Wang Hua, Dean of the Dept. of Applied Foreign Language, Lanzhou Petrochemical
College of Vocational Technology

Tel: 4561790 E-mail:akdjal@163.com

e UEB AN —TE R ] LLA B, (HAUE B

References will be supplied (or furnished) upon request. T IUEA N, Hoaigft.

Hiamefat iR D EMAEHN+HRER, ROEEES - DMANELY. 4
A, TATH, EAMmRE. ANESZ, KA, RS LRGN
HEE, NEEXRIFIRGCHK AR, YHc!

Ahb, EFANERE, THAE M EREENAGES . SA0EH . BEARTEKIED
IR N, XU ENFRE L - N AL B PIRZIRIENR .

What is the Format of a Resumé?

Fe R iR AR, R 52 4 T DAARAE AN A i B A& AE 15 kR T
R, RiEgit. MARITUREEIEA, T2 HARER. LUFAHAAN AT
N TR L T TR s e A v =
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Unit 1 Resumé (RIZEH) 'o

1. ¥R
1.1

Resumé

Name Sex Health

Birth Date Height Weight

Native Place Marital Status
Address

Job Objective
(RLESERAL)

Education

CEBD

Extracurricular
Activities
CGRAMESD)

Social Practice
(&)

English
Proficiency
(FEKFD

Rewards
CERhD

References

GEBA)

1.2

RESUME

Name
Address
Tel. No.
E-mail

Job Objective
(RZESERAL)

Names of Schools (2£8Z 44 F5)

Education Dates of Entrance and Graduation (A 2ZF1 VIR [A])
(25 Degree Received (JT3RA7)
Curriculums and Grades (TSR S

Summer Jobs

(BWITAE

Qu’I:I‘i:fl‘:ﬁ:t:?;ns Certificate Received




g

Hobbies
QleRFELF
References Will be provided upon request
GEBIAD (TR 4L .

BT TAREXRES, BFENAE4. ik, @E7R%E, —RSER IR -
75, Ak, XS R BRI, REGKERS, MELMBKRT R HH, FERRSEAR
FABER, TUAE.

1.3
Resumé
Name
Address
Tel. No.
Email
Job Objective
(RIHEERAL)
Work Experience
(TAEZ )
Education
()
Hobbies
Ol EZIF)
References
GIERAD

RR: T 1IEFE TEMI N, Experience .5 {E Education FIHI I, 11X T-7ER A K,
Education | i JBU#E Experience 2 Bl « SRERZE AT LIARHE B B4 p 1 SEBR A 00 BA R 35 4w 4
wit.

2. 3

RESUME
PERSONAL INFORMARION
Name: Sex:
Native Place: Date of Birth:
Address:
Phone No.:
Email:




— ot Unit 1 Resumé (RIZEA) \'e

JOB OBJECTIVE

To obtain........... position in.............

EDUCATION

From (date) to (date) Name of University
Department
Advanced Degree

From (date) to (date) Name of College
Department

: Bachelor’s Degree

WORK EXPERIENCE

From (date) to present Position
Name of Work Unit
Responsibilities
Achievements

SKILLS

Familiar with

REFERENCE
Will be provided upon request

SRIRBIE I — B ARG — MR AR S, BB —UGERIRGL, —Fi
CF LELM, BRERFAIRA. KERFE AT LUARYE B 845 s SEBris o0 bR i g HE
wit

‘@ Writing Techniques

RXBARRR: RHELQ. BEME. RBEE. BRIRE.

° iggfﬁ?%:

1. REARE—ARAGA. BEshiE. dinl. XRERMNGWA LR E, Filw:
Passed CET-6

Fluent in English and French

Duties included maintaining lab equipment

Language spoken: Chinese, English, Japanese

2. REAEEYIZER, fil:

I was an engineer at Guangzhou Heavy Machinery Plant from 2004 to 2013.
BIFEON: 1994-2013: an engineer at Guangzhou Heavy Machinery Plant
As I have been a typist for four years, I can type very quickly and accurately.
BRIFHCN: an experienced and skillful typist for four years



e SRREEYSHENE

3. ZRAERYESE, Bl

—Xk-+tF: 1.75m 8¢ 175cm

9 A 3%5: Sept3rd

FTFEE: 048 100 456

Typing Speed: 100wpm

o il /18] Jid B S Tl

1. U E R A EMAAER R 7, — B TR, RESIEAGRRNE Y 5.
FEFEMEE. AR JE A A A

2. ¥EER Y. BREALM, BEMNLHTUEE &, LXREENLHNYE.

3. FEEIEGE, BE. EF PR EMS R .

o ZRIKAAE 5 744k

1. 4K/, MEBEAMFMARRPZEXEE, ATLLERRHEHK, nEmgkEe
WK%

2. FiA%, 280 %%, 5L 100 WA L. VIZIRBHEMLNTEL.

3. R~F, A4, B20.7 EKK, 21 FEXK%E.

4. FAk, B Times New Roman ¥ Palatino.

5. 7%, —REIEFH 105, Bi/hA. TR EENAER LR, TTH 12 55,
BI/NDY .

6. WOLITED, fRUERE .

7. [EBE, LFIAFE: 2~3 JBK; AR 1.2~2.5 EX.

‘@ Sample Reading

1. To Obtain Position in Corporate Finance

Zhang Ming
135 Binjiang Road
Chengdu,610001
(028)74638292
zhangming@163.com

Job Objective To obtain position in corporate finance

Certificate CPA

1996-Present Department of Accounting, Sichuan University Chengdu
B.S. in Economics to be obtained in June 2000
Related courses and scores on the 100 marking system:

Macroeconomics 83 Industrial Accounting 89
Education Microeconomics 91 Cost Accounting 92
Economic Decision-making 85 Management Accounting 86
Economic Law 91 Financial Management 91
Accounting Principles 81 Finance and Tax 90

Money and Banking 90 Investment 84




Unit 1 Resumé (RIZEH) \'o

continued

Work
Experience

Accountant, Leda Industrial Corporation Leshan, Sichuan, Summer, 1999
Analyzed financial position

Made proposals relating to investment

Prepared accounting reports:

Bookkeeper, Minjiang Company Chengdu, Summer, 1998

Entered variety of data into books

Computer

Working knowledge of operation and support of hardware
Good at such software as Office, Photoshop, AutoCAD
Mastery of BASIC, FORTRAN and C++ programming skills

English

Scored 91 on College English Test—Band 4 in 1998
Scored 636 on TOEFL in 1997
Won Highest Prize in English Speech contest of Sichuan University in 1997

References

Chen Zhiyuan, Professor

Department of Economics of Sichuan University
15 Wangjiang Rd., Chengdu 610073

Yuan Can, President

Leda Industrial Corporation

12 Dafo St., Leshan, Sichuan 614001

[(&%£iFx]

1. MEATME

Tk A
AR TR 135 5 HFES: 610001
HIE: (028)74638292
HFME%6H: zhangming@163.com

SRS ERLL A%
i+ EM eI
1996 4E &4, BT 091K
2000 4 6 AR HURE B 5 1540
FRBREREE S R RS T
FMEHY 83 Tikeit 89
=37 MMAEFY 91 WAL 92

ZEHRE 85  EHSI 86
2Tk 91 A% ERH 91
St RIFHE 81 i 55 5 90
RMERITE 90  $EF 84




