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A% JofficestiF 2 AT, HAEAMNMBE Noffice, BF 5 &Y LRI, £NE |
RARRBBES T4, BHGRESBANQGRXFNIOEEM4AREHALT, HHHE
AR 22LF, FURARKARLEGORRERR, A%, AR 405
AENERH—~ZHAE, EREARLHEETR, 2hRAEANGTHEH,
HTUAE—RZT,

" B E IS

1. MAZER ( Personal Qualities) :

A person with ability plus flexibility should apply. BH8H R ER BN
A stable personality and high sense of responsibility are desirable.

BIUERE, AS5EMTR.
Enthusiasm, organized working habits more important than experience.
BEIERENERTENNESR, 2RTH.
Being active, creative and innovative is a plus. BAEFER, FEHIMEFRBRAE.
The main qualities required are preparedness to work hard, ability to learn, ambition and good
health. T EXERFEREEWHHER. BHI. FlOBEMNSHE.

2. {EE#REH (Language Proficiency) :
Ability to communicate in English desirable. B #&iE# T/,
An excellent understanding of English would be mandatory. B&H ENFESCIRRREN.
Working command of spoken & written English is preferable.
BEXMNEMBENAEHERLEER.
Able to speak Mandarin and the Guangdong dialect. £ #iEiEfH8iF.

3. EBENI%BE ( Computer Literacy) :
Computer operating skill is advantageous. 75 BB IERIARE L.
Good at computer operation of windows. Bi%i%{$ FWindowsitfT R INIR{E-
Be familiar with CAD/CAM preferable. BiBCAD/CAME 5 8,

4. T{ER% ( Occupational Experience) :
Working experience in foreign company is preferable. 44 E AT LIFNEZ K HE K.
At least 2 years in operating NC machine tools. 2% 2 SFHBESISHANER.
Familiar with international trade issues will be an added advantage.
RBEMR 7 OEE L E.

5. HithEsk( Miscellaneous Requirements)
Not more than 30 years. S8 HIT30%5 .
Male/Female. 45 RIB (Biyw)
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) R

Marketing Assistant

Responsibility:
— Responsible for the local management of marketing and sales activities according to the

instruction from the head office.
— Collect related information to the head office.

Requirements:
— College degree and above with good English (speaking and writing).
— Develop relationship with local media and customers.
— With basic idea of sales and marketing, related experience is preferred.
— Working experience in the international organization is a must.
— Good communication and presentation skills.

HEME
R
— REAATNERARER RN HENER.
— BEAXNERRRBE AT,
— 2 REEHBEREPHXER.
K

— REFHHUALEE, TERFRESENEAN).
— AEHENEENELRS, FHEXERENS.
— BREBENRAADE TIELR.

— RERFNBBMFRIARKEE .

h® BRNEBEEE

administrative TR preference (FR%E) 5%k
representative (HE) RE experienced BE2EH
secretary WP temporarily IGRME (T
senior #HEIR trainee SL A

clerk (HRAE) A part time PITiE2H S
junior IS assistant BhEE
background E= manufacturing &
mechanic HURHY commission . iy

overtime F2ling permanent KR
department B0 headquarters BER
shorthand AFFRRE technical FHAERN

¥
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LEEAARBHRARBMERLR? ATAM DA, KELE. THhE |
Bi. AAEAH, ABRE, BRRE. LARFEFGLLTASAARARE |
A 69— 180, A B AHARA BT, :

5 amanEnEs

1. BRT{FEm
THER (TRERFRIKER) AF: ITELFH (work experience) « BRIYVEf
(professional history) . B{k& 5 (specific experience) . 3#HE (part-time) . 5.3
(Intern) . 3LERdk 4 (performance) . TYER# (achievements) . {~ A&EH (personal
ability) . MmiZHF %X (marketing develop) . x<@iEIFMARR (breakthrough) . ETHRYER
(element of success) . f{E51 (competence) . #IAGHE{ (appointed position ) %.
5 : Assistant to manager of accounting department of a joint venture enterprise.
— Analyzed data and relevant financial statistics, and produced monthly financial statements.
—REREYEIHHIIELENBE.
—ANBERHEXMSSHITET, HHESANMERE.
2. WIRMABAER
Personal (or Personal Information) ™ Af52
Other Information (or Additional Information) E% {52
for more specialized work AE &L TE
for prospects of promotion 3 E FEIBIR
for higher responsibility 3 E&RX N TEHET
for wider experience HHRBES T ERK
due to close-down of company H-F 2 S i1

3. ERECHHE
A stable personality and high sense of responsibility. MEI&E. B R E IR,
Bright and aggressive. iz i7tR. BB .
Mature, self-motivated and strong interpersonal skills.
BERR. EHOER, HAAREENARXRERI.
Energetic and fashionable. i§ 1R BEHH.
With a pleasant mature attitude. FFB5RX %t
Preparedness to work hard, ability to learn, ambition and good heaith.
BEEMTER. 223 EVO08R. SkE.

k4
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Frank:

Alma:

Frank:

Alma:

Janice:

Alma:

Frank:

Alma:

Frank:

Alma:

Two of my employees quit and I'm
busy interviewing their replacements.
Interviewing new employees makes
you lose your appetite?

It's because it's so hard to find good
people nowadays!

That's strange. I've been hearing that
most people can't find a work!

Right! The papers are saying that
the economy doesn't look good and
more and more people are out of job.
| read that a couple of hundred highly
educated people show up for any one
job opening.

Frank, is it that there are people who
get nervous during an interview that
they are unable to speak?

Well, it varies. Some are fresh
university graduates, some are
housewives going back to work and
middle age men who have been
working for a couple of years.

I'm sure that there are pretty arrogant
people around.

Naturally. Some people submit
pretty flashy resumes; but then once
they are asked questions on their
supposed field of expertise, they get
caught up in their own lies because
they don't have the correct answers.
What are the qualities do your ideal
person need to have?

i% PpiEiEECE

advanced worker

be proposed as
breakthrough
business background
excellent leader

St TiEE
WiRE R, WIEERN

TE&R
HhHETFH

Frank:

Alma:

N
F/REG:
T
B /RIS

iR

RARBER, XEEMNER

£ %1 JobHunting £ 8 &

A good salesperson should have three
important qualities; quick reaction,
high efficiency, and enthusiastic
service attitude.

All these things are making my head
spin. The person should be 'Mr.
Perfect'. No wonder you're having
such a hard time locoking for people.
FARTRAER, RNEEmETAR.
HiAFASILIRRZTTHE?
BARABRERATERR!
XRMTFRT, BEBRIEFS AR
B[ TEmR!

! WK EREFFRS, REL
fEARRES, EE—ITIEBE
JUE {5 5 Y B4 !

D RARFEANEBKNREKEGRALIE

%2

R E, BRIERREE, BEE

“ERVHREER, EEIETEH
NERNPERF.

D PR EIEREEARAR!
D MR, FEANBHER/AFAER,

E—-EELFERNEE, P—@=F
. mEELH.

D BARUERREOAT R ZREHLE

R Be?
HHERAL S ANF N ZER KR
R MEE. BEHRE.

 BREAHET. BUHEE ‘AT

7! BERERDNALHET.

be promoted to WRA A
behave e
break the record FIWIER
excellent League member {LFEHR
student council PHES
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ARRT, KEMIoill, SARGHARADGETRARE, AL, AL
NAEBRMRIT RAGIAARRRRE, —HEKRGELLE AIHHR, SAT |
#, NAAFLERA LBINANIIEARTLL T LAy, B, £IRE
HAKBNAETRAFGEANS,

‘r\sF" R
! 4 A

RHORRAIE
1. RARRIIRA

A responsible administrative position which will provide challenge and freedom where | can
bring my initiative and creativity into full play. .
AFEENBRAM, ZRAFRHRENaH, EREXLPRZEQSHHEBMREED.
An executive assistant position utilizing interests, training and experience in office
administration. {TEBHIRHERN, REIZADAZEEBRAIEANE. JIHS52K.
A position in management training programs with the eventual goal of participating in the
management rank of marketing. R ZJIII R AENERL. BEEFESETHERER.

2. iRIAEEEE
Useful courses for English-teaching include: Psychology, teaching methodology, phonetics,
rhetoric, grammar, composition.
HEEHFEANREARE: OB BF¥HFER. BEE. BRE. BE. Bk
Specialized courses pertaining to foreign trade: Marketing principles, international marketing,
practical English correspondence and telecommunications, foreign exchange, business English.
MMREXNETRE: THZERE. BRFEHSE. KANEERMR. INLHER. BHHRE.

3. &R
BRFERARNEILTEENNS, REEPERPAUERNAE. RIKRRAELETR
BRLEEN, BR—EESIEEM. SEHG:
| should be glad to have a personal interview and can furnish references if desired.
MEEE, WEEE. NBFRIEA, ZARTRE.
| request an interview, and assure you that if appointed, | will do my best to give you
satisfaction.
BAETFERZE. NERA, EALBRFE, ARLFARSE, UFAEE.
If you desire an interview, | shall be most happy to call in person, on any day and at any time
you may appoint.
MBRANEEER, EA—EURAEENNE, ATERED.
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The respect leadership:

Thank you for reading my cover letter
during your busy work. | am a senior of
Liao Ning Institute of Technology. English
Department, majoring in the tendency of
linguistics and literature. Owing to be born in
the educational family, | own the good quality,
and eager to engage in the education career.

Four — year professional learning during
the college has laid a solid foundation of
English knowledge and relevant theories, In
the meantime, | have good achievements
of language study and especially with the
Extensive Listening, Extensive Oral English
and Japanese. | am confident that the courses
studied in the college, such as the Integrated
English Advanced Writing, advanced English,
Oral Translation, English & American Literature,
etc. Contribute effectively to my future work in
the field of education

| passed the TEM 4 successfully. In addition,
| am quite skillful in computer operation, such
as WORD. EXCEL and so on. In addition, |
am a leader in department, and do well in any
tasks that my teachers' orders. | took active
part in the school sports meeting and got great
achievements.

During my study, | am not only accumulating
knowledge, but also putting the knowledge
into application. | have participated in lots
of practice in my spare time and vocation.
Sometimes to be a tutor. sometimes to be
a tourist guide. Therefore, | own numerous
experiences.

Soon | will be graduated from school

d%ﬁ BilRiBRICT

work background T{E&E®

educational Background

£ 81 JobHunting £ 8 &4

and | am looking for a suitable field in which
will make development all the time. The only
principle for me to choose job is that | can
make good use of my potential, | believe that |
am the best candidate.

Looking forward to hearing from you soon
and best regards.

Your sincere,
Wang Shuang
BHNRSS:

737 RBBETSHLZPRAXRNEE
f&. BRILTIFERXEFRIFEEXFEW
MAMSEE, BTFHSBEERE, RMWNREE
TRENRERE, MTHERLFHTRIE.

RKENFHE WV ZIARMNIGENIARM
XELHTTTREFNER. BEEFSEI LR
BTHRBNMS, EHIR. EMNRBERN
hRAHRY. REFHSEBRIETE.
BREE. OF. HECEXETRBFIN
AESTDERISEHEIEP.

FBE TRELT VL, FEESREE
Aword, excelFMAKH. RERRERS
BE#HLER, AFHERTHSZMEHN
I%. BRBRSNERENL, BB THREN
mﬁv

EFIPEG, BRAZIERRARR,
B PMNEABER Y. ElRATE,
BREMTHSHLTR, WHBRY. S8
%, RHBREFENLLE2F.

BRRBAGEAFEREY, REEIFER—T
EAHOCARREZRN ISR REEIHEN
H—RUREEBRABRENZERNES.
BAAEECRREAX B TEM!

HERRP HEIER.

F

HEER

qualifications &= GEB) cover Letter PiRR{E
strengths 478 = weaknesses =,
resume b5l




B ese TARe

PESIDRIRESIS
| IAAE B, TREPAAEH, R—ARIEAORAG S, BRA—ERALEH
M, EERARBEEGE, EETTUANF R A RERTHSRNGEEK,
| RPAR T RAE DK G EANGBH T AAELE LI EANAAHA,

S

SR E)ME IS
1. B398

What is your name, please?
#ia, RMHARF?
| was born on June 22,1980.
BRAETF19805F6H22H.
Where is your native place?
THERRHE?
Where do you live now?
RREEBE?
| live at 606 Zhongguancun Road, Apt 802, Beijing.
RAFEAERTH R AH606€, 80285,
Can you tell me something about your family?
BN A— TIRARENERG?
Are you married?
TREEHE T G?
| have been married for two years.
RESEPHET .
2. HEEE
educational history /5
curriculum 32
major £ {&
minor Eifg
educational highlights 222 845>
curriculum included REBE
courses taken FTEAiRE
special training %533/l
social practice 3+£ 308
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Lili:

Sun:

Lili;

Sun:

Liti:

Sun:

Lili:

Sun:

Lili:

Sun:

Lili:

Sun:

What is your name, please?

My name is Sun lin.

Then tell me your birthplace.

My birthplace is Nanjing.

Ok, | know you are not a resident of
Beijing. Where is your domicile place
then?

My domicile place is Nanjing, too.

Do you speak a foreign language?

| studied French in college and enjoyed
it. I'd like to get some language tapes
and increase my fluency.

How large is your family?

There are four of us including my
parents, a younger sister and me.

How much time do you spend with your
family?

My family is important to me, they are
an inspiration. | have a responsibility to
my job as well as to my family, | like to
be there for them when they need me,
but they also understand and accept the
commitment | have made to my work. So
| spend my time accordingly.

©.
A% BHiEEEeE

alias

sex/gender

female

birth place
permanent address
marital status
single/unmarried

RS
31
Z
HAEH R
5378 5014
R
RE

£ %1 JobHunting £ &= &

DB, RMHARE?

o UL E\Y T WS

IR E?

C BB ERER.

VIR, RAERTRIERA. BIRARE

=

I RMREhRER.
D REHIMEG?
P RAXFONREITEE, FHIESER

XIPEE. RBBAUAL —MEFTES
HIERMAB GHXIEEN) RAEE.

F RMRER R S0?
EMNREEAA, SHERNKE. R

.

MR ARLNEEESD?

BRNRENBRREE, fiiif—MERR

HHR. BNECHIHEARRABRE
B, YRARERNNRESRACH
BEMNID, FABNEERENT
THbBHEXRE. L, BEBRBHIRER
RIBSiE .

pen name - g
male 8

birth date HAERS
native place #8
postal code BRI 4R ES
married 2
domicile 4t



