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Resume and Application Letter

e 55

71 5 (resume) RA T BRIPE LT TS 8% A5 BEH
B, REMRHLERRERETRONS, KEBARU—B8FFFHE
EAEA AR, T TSR, EXHFNHELNEE, ~RHlie
£ resume , R [AISMARERAEEE . SIS SR TR T8 30000, RIS
L0 8, MIRE LAl IR
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H{ 395 ( Personnel Supervisor) FEEES
PRI B ISR, BRI R T A RESRBERELE AR —FEg?

ISR BT R SRR R R 2 LN AR 2 BT B HL 2R R K

Kevin Yang(¥l30)23 & #ASMTAE, N¥E R THEIEHE , AMITRER
ARBIBSEBEAR  FHEEHHFEIMTERNEE., IEVHET RERSE
BRI, FHMERARREE , b E R E AT, RN B HRKNTH.

Kevin Yang I\ : 4R A —5E R&H MR MR, BHAE —GRKFHE
XEHRTGUEN, FRORE, LHE+BHARTIHBE, EXTHAH
REMBIAERENR, RAMHNRERTPXWHERLET KR, ELBEEKX
o BT Kevin BEREXMHBREEL, UESF,

v B, A BT

BAERY - MEWRER. REFRRIAZD, 2B RRKER: A2
PihERR T (ZRFRERIA) LAEP 6@ TR 0.
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PAER TALH HEER MSERTIESEHTHEREKMGER. Nk
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Background: F X K 5| — ¥ T, R ¥ R B AR T RMA L % %,
MR T £ 09 TR AR B,

May: Hi, Daphne. Long time no see. : PIZE:W§, BMZEMW. FAFRLT &
%S 2 N

WX . Rk lF, AERTHEXT
fETERERD, Bl TR
To REAKET?

How have you been?

Daphne: I'm OK, except I've been loo-
king for a job for days, and I havent
found one yet. It’s so difficult to find work
these days. What about you?

B3 RTTIE, BIRBI T —H T HE,
FE—FKIN AN FMEIT

WL . FrBTRAFE ?
AW, MHET,
RESEIR : A,

May: Yes, I have got a job, an account-
ant in a foreign trade company.

Daphne: Are you well paid?

May. Well, 5000 yuan per month.
Daphne: Not bad?. ’
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May: In fact, there’s still another posi- ;| FJ3.H3, FHE -2k, MBHK
ton. I you are interested, you'll surcly | MEGERRIZBE,

get it. ‘ .

Daphne: Really? Thats great! Pll go | WH: EMWG7 K T! REM
there right now and speak with the boss. EBRERIR,

May: There's no rush. You can see him | %K% &, 9 XAkt oe L 3
tomorrow. 1 have told him about you. | i, RESHMBMKT . B
Please prepare a resume and bring it there | &—4 &5, X% I,

tomorrow.

Daphne: That was nice of you, May. | SRZERRAFT,ME, KBREK
Thank you so much. L Ta

May: My pleasure. . PIE.EST,

e

| Kevin Yang . Wi, Wik, F M T R; 4,4, FTEHBIEL, 7%'_’:*;;\’?
P AEERNEST BT MALAFRATANELTRK, RERT
 HERACTIH ABREASAE, XPRERNGHREARER,
 RAKEIH,ETRRAEF.
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Background ; Peter A % T4k B 4% 7 4] 7 , #u % Benjamin # 42 , 5 %
% TR VT L,
“Peter: 1 have got my resume down. D S RIEEENFT .

Benjamin: Are you going to hunt a job? ' *ZEBH?E%?EI{’ET?
Peter: Yes, I want you to go through my ' B8 2N, RELEHFRBILE—
resume first. ' TR



Benjamin: OK. I do have some experi-
ence. Let me take a look.

Peter: Great! Here you are.

Benjamin: Why not put your telephone
number on it?

Peter: Is that necessary?

Benjamin: Of course. How can they con-
tact you without your telephone number?
Peter . Right. What else?

Benjamin: Write your current address
and date of availability.

Peter ; All included.

Benjamin: Then your skills, certificates
and languages level are necessary.

Peter: I have got all those.

Benjamin; Put down honors, awards and
publications, if any.

Peter: I get the idea. You are really an
expert. Thanks.

Benjamin: You can send your resume ei-
ther by mail or by E-mail.

Peter: I see. Thanks.

. in Foreign Enterpri
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| Kevin Yang: # FEXMFNREEAATLEMT Wik, Poter 4
CBBAL MRS MELA A SR RN ERAR S
RAB TR, X TR RS RE R AT ERENS.
' Poter WA ARBFHHR—Ro Bl EHEBA —RERA A (x|

. pert) A 4%,
N e

adaptable N BE SR

aggressive | AU

dependable IE 5]
dutiful | RIREK
disciplined PR

well-educated ZARHHER

efficient B R

punctual SR Y

ingenious Al ﬁdﬁw

diligence | WiEF A9, BHRAEG

cooperate | &F, L&

analytical

apprehensive
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work experience [ THEH ? i
responsibility | HAZE 0000
flltme | 2K :
part-time | FEHAAY ’
in-job training | ZEHAEI
probation = WA 000000
gender [ HEN i
permanent address e S
date of birth | HA: H
nationality | [
native place = £E5 ; £ T
postal code | MBI ZwAd 7
marital status | SRR y Z
health condition | {EEEIRM
IDcad | B{HIE 3 R
date of availability | 7] 3§ [H]
educational background | HEHE
social practice | #H&sCEE
special training | 4514
scholarship | #24
applied position | I8 G HA{
career objective | HV B#5
office clerk | IMAZE XK

L
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office assistant N2 BhER
accountant “;ﬁ. — ]
qualification g s
receptionist BER ~
. recommendation »éﬁﬁ Vi s
publication t BB FEMES gk

Strong determination to succeed.

Ability to work independently, mature and
adaptable.

A stable personality and high sense of re-
sponsibility.

I am a quick / fast learner.

I am a good team player.

I stick to my principles and keep to rules.
I have strong abilities in practicing and
managing.

I am a self-motivated hard worker.

I am out-going and easy to get along with.
I have participated in many extra-curricu-

lar activities on campus.

S & ® ¢ v .+ -

Useful Expressions HiiEA:

| SRR RE R
| BRI T4, BRI, AR
&,
R A B BT
 mEImrwE, |

| RE—EHEAREHIA,

| RN M,

| REXBRAEES T EAAREN
B,

| RRMEERBITEETAEARIIA.
| RAEHS L, B S AL

| REBERS N T 4 EESES.



I am proud of my social activities.

I am interested in writing articles.

I am a hardworking student in the univer-
sity.

Major in computer science, two years of
part-time work in a computer software
company.

I have some experiences as a secretary,
including answering routine correspon-
dence, taking phone calling and dealing
with business for the boss.

I am writing to inquire opportunities for
Purchase Manager in your organization.
Pm young, bright, energetic with strong
career-ambition.

I have good and extensive social connec-
tions.

The main qualities required are prepared-
ness to work hard, ability to leam, ambi-
tion and good health.

My interest in the position of computer pro-
grammer has promoted me to forward my re-

sume for your review and consideration.

Hunting for Jobs in Foreign Enterprises
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Interviewing

&@ K & 4T &

BRI A ARG R I8, AT RREF B BHAT TS,
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TR ARG ERRERT YRR, HERRERTENE 5,4
RN E AT RO,

EiXR—-MABESHBEEEXRMO TR, N TFHEERS, ERE—4

BB A ERKES. EREEL A, TR E RS A K4
FRFUEBEN—ERE, EXEH RS HEIERANFY R RmmE L5 G
SRS EHAENER, ERET B ILRN,

Sam(BE48) , KFHMV G ¥R E, BEM L ¥01, ZEURRNRSIKE T
889 master degree (BL2:4¥) 25, hEXE - RBEAAER, BEZE, b
RARERSMTHRE T RIIHEAT Eoh o B HBAK” 89 Sam, 7E5M 4

BB MR

B m AR , Sam ?“Hj%/\?ﬁﬁcquﬁﬂiﬂmﬁﬂ($ﬁak#$% FUEARZH
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