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EreeR2 5L TRIMERBEFTRE —REF—HKES, BREEUFK
MIET. SARBMEFILNBRE, WESHES, EATEENKE, &
& 7 3 0§ 4 kA E b —Business Administration (L& ®32), MERK
R EEEFOASET, BEIMFMIDET LV, TRERERERSE
FREHIE, HERBRE THEHRRNEA—BRAT ITET . By the
way, BRIRGEIER foreign enterprise ($ha), LAXERTEERNE
MEE+SBYHER, BhE white collar (B8R) KESIH—R. F
X BRTESTS, HHARENRAFMWDLEZ KE? Bt RERNTE
— FREKMHFAE, KKEN I Gabriele—iX o R&RRMET foreigner,
HHBENE, EXEFHEREFTISTIXES, MABBRIERAR
0 b 4 B X2 =2, T Gabrielle B T XM+ 4 T KOPEANEFT. BHE,
FIBEIRF— R 5003800, B—REEHERAL, FEEEILHEH
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HABNZHBER, SFRBHANNMR— N T AZAFNIRE. HEFE, /)

2, RERE—BIE—BERYE, - ZETZEHEW! A man fears

to marry a wrong lady; a woman fears to get a wrong job. (Ble B, U

BAET.) RERUGERR —H#HMETHER! IMTHERRT. FBS,

EEAEERSHEN.” 260, DRI IR LTER XM THENTL,
T EBRUNTWT, RO EERT TIENTIE.

FR, NRKOFis, BAER

r—j B b R & KRAE BB

“L‘_ EEE, ABTUER—TERIW

W, HHa
[ nEQBRBBDR
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resume (BB). EERA—EF
B #EDRER, TRBLEEHREK
T ERAS—HRE—SILEET.
RUOBRREEEAT, THE
KRB EWEL T EE FRES

BARIRITT B35,

“0B, &%, FI—T Gabrielle,”

"Speaking, who is that?"
‘BHESHAL 77 ROFRA.”
21RE, N, BH4AB0? ¥7, REFREELT? THERKBEAR
39 &

“BIRT ., FRBTREOEENDRDITE, JERBRTHFZRAFT,
MELE—RARKBIEN, AERBLEG LT, RERERIT—T, &
K EABER? ”
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“REBF M, BXMILMGHRARREEN., SHTHIFFILIEBTER
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“2009 FAME, BRIERGBRHFHEEDNBXFIRE,”

“tg¢), BRA QQ RAMR, LRMBHEXESEEFR, FRENREH
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MTRIEE, RIWTF QQ, XNRBMLRELERT, NEHERE
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K eys of Making a Resume "X

P Cvery formal resume should have a cover Letter.

f In the resume, the main points should be clarified and underlined.

F f Job objective should be precise.

" f lt's very important to show your language proficiency and computer proficiency.
/ A good resume should be of truth, rightness and cleamess.

RFMAHOAFERMAL, BOEHERD—HERHKRE. T=,
BT E - MEEARHERS, INMAEEBS T —OHETHEERASRETRE
BILRAME, EH, XEEFEEERESNER., RENBWAERRIS
g, SARECHELT—T, FEARFEZNEZN—E/Z, THAR
BB B TR SHKIRE:

Dear Sir / Madam,

T have read your advertisement for a Manager Assistant in HR (Human Re-
sources) Department on the Internet and I am quite interested in it because
the position that you described sounds exactly like the kind of job I am looking

for.

According to the advertisement, this position requires a good academic de-

gree—bachelor or above, especially in Business Administration. I believe that
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I am competent to meet the requirements. I am a student in China University
of Mining and Technology for my bachelor's degree. My major is Business
Administration. I am going to graduate in July. Our university has focused on
the self-studying and provided us with big experimental base as well as simu-
lated market. In such a learning environment, I have been benefited greatly
both in the IQ (Intelligence Quotient) and in the cultivation of personal
qualities. During my study, I have grasped the principles of my major subject
area and gained practical skills. Not only have I passed CET-6 but also I can
communicate fluently in English. During these four years, in the strict divi-
sion of personal efforts and lessons, I have a solid foundation of professional
knowledge and systematically have mastered English; I am familiar with the
work of foreign-related common etiquettes with good English listening, speak-
ing, reading, writing, translation and other capabilities. And at the same time,
I am also proficient in Microsoft Office. After school I used to read a large
number of books to enrich my view of the world and to improve myself. More
importantly, because of the serious study way and correct learning attitude,

I cultivated a simple, stable and innovative character.

In addition, I also actively participate in various social activities by seizing
every opportunity. During my school days, what gives me a deep impression
is to-work with my dear classmates who let me have a clear understanding of
what the teamwork is, and I also get the real meaning of competition in which

there are practical challenge and frustration to let us grow up.

I love the occupation that your organization is engaged in, admire your lea-
dership for the glorious cause of building blocks and the practice of continu-

ous learning and progress.
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Lastly, I am looking forward o an opportunity of interview. The enclosed is
my resume and if there is any additional information you require, please feel

free to let me know.

Yours faithfully,
Nancy

ARAFRERRALN, —FFRAHTROELHRE, RANFRERE
AT ER X EFSILL, BRNRDTROCERER—AREHECHK, 5
A BILZFHBREASKRENBEIBRNLIFHSILIVNAIR:

? —o
@ No grammar mistakes. :
@ Pay attention to the spelling. No wrong words.

: @ Be modest and palite.

= 5
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Resources Department)

NancyH) BRIZZEiC AN
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HENE—F, REEXLSHA, BREEEFAALEAmMERERH, X
HEETHVSIHHNZNXE—F, HEEZUHASmE.

AENASIETRRNE Y XL, FFNENER, §HEHHE—RA
SR, HNBREEXTHER,
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HHREBRE D,
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L WRRMEHUENE, WEBRBREDR, OHEN—BIE2E
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4. D PHEREBIDINF —RRBEXARREIRSHER LB,
SABUNCHRERHENKERBE-—BHE KX, I A language
proficiency (i5SXK¥) Tk LIRWA,
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