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1 ’Concep’ts"of Resume

RV R » LR e TS N0 4 0 JRE T E RIS 48 . TR DA e i, LA —
f% {4 #% personal history, Bf data sheet, BiAENE FH resume. e S I8 A, 18] 5 ) A
curriculum vitae, fij i BT 55 AE 5 BARE . 5 PR ERE AR R R I L4 .

2 Basic Féctdrs X

R A NG R gn s BB s A N ARG W 7 A . {HLUKER A B Y 1R
P EAR YRR R H bR ok 5 18 D RS B P AR . TR B TRT T 1 PN 2 IO 0 5 R A S R A At
HiH .,

FEATE Z45 19 2 A %R (personal data) | fiT Z # F (education) , T E 4 i (work
experience) % , 13X JE AT A — SR WA i o AN o] 29351 H 5 8 7E ] i 4R LR AR S AS 1
TH L o

oA B 45 i 42 5K 31 H A% (career objective) | F f£ 4% 41 (personal history) . 2% #R%&
IF (interests) 454+ fiE (special skills) Fil TS24 (samples of work) %,

3 Basic Requirements

— UM 75 I SRR DT AL UL £ LA TR LA 5 T M A AR B 5 3 L TRT I AR I A T
YEA SO s, B SCHRT T e A B AR S/ IV AR » 7R3 5 0K L 2RISR (a3 B A i
45 R ) BB ) e R R ) S R BB AR B ARG . — T Z AR IME
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1. A. I was responsible for seven employees.

B.

. A

* >

w

@ >

Supervised seven employees

AFREB 7R

When the company needed a new manual on personnel procedures, I helped to
organize and write it.

Developed new personnel manual

GG T —AFHNF T

I helped new employees learn their job duties.

Trained new employees

YIZRoFr 52 T

I was instructed to draw the illustrations for the company’s newspaper advertisements.
Illustrated company’s newspaper advertisements

S/NEIREEE &9 i ) ey S

I showed clerical employees how to operate new computer hardware.

Trained clerical employees to operate new computer hardware
IGRINAZ 5 THRAE Hi b i

When job applicants telephoned, I would talk to them before scheduling their
interviews with appropriate department managers.

Screened job applicants before scheduling their interviews with appropriate
department managers

LR RAE 5 1) 28 3 Ui o) A 7 ) o

When the supervisor was out of town, I made sure the office ran smoothly.
Handled office operations in the absence of the supervisor

HRFTANER, K AT FIPAFH

% Exercises ?
W’DC"‘&

AT EEHPHIANERBES HEHPRRE,

1
2
3
4
5.
6
7
8
9

. achieve GEF) BN T 35%

. act (D) AL 5 4FE

. cooperate (F1E) HANGERR T — M RE MG H

. conduct (5Zjii , #E17) I T —REFEZKTRS
coordinate (PpifE) BB E L

. create (B3, = 4) H—NFEECE T REFHIESR

. demonstrate (FH) FA G B HEAE K

. experience (&%, 2 /7) ALERIENER

. improve (328&) P TAERCE , BRAR LA
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10. make (fif, i &) HEEZIT &Y

11. master Of§idE) K IE 93, H SO H % S0R TAE

12. participate (Z1) BN T ARIED)

13. plan G FH2EM T — 200 AS ML
14. serve (g5, f84%) TE— KR 2 BB A4 2 Bh 3
15. tutor YL, 55 DU S22 AR 055 R

4 Examples of Resume Parts

Section 1 Personal Data

A NGERHE Ty 7+ B AT AR A 87 00 JSCLE 80 D0 B B ot T AN R4 L stk | R 5 51
5, —BBAEF k. DAGERHZIEMER] AL FE ST ISR A T &, B RHEE N b
B AR E EROR O

soecoecossencaciacecsencenceccacsecnecce A N BT A ES FIR)IC evenseiseiostacatassssnsscoacoacaeosiy
: name n. 42 date of birth % B 4 birth place th 2 3,5
’ age n. Fir native place % province n. 4 ‘
: city n. autonomous region f & X prefecture n. X ;3K :
¢ county n. & nationality n. B #; K% citizenship n. B # '
: address n. Muhk postal code ¥RE 4 AL phone n. W% :
+osex n. MA] male n. ¥ female n. % ‘
: height n. &% weight n. k& marital status #§48:K 5L :
o family status % 4K L married adj. 24§ single/unmarried adj. &% 0
: divorced adj. &5 number of children F% A4 lane n. #, 4% :
+ house number 7 health n. f#E&K L blood type/style %! .
: ID card No. % #riE5 5% :
[Example 1]

Age: 24

Marital Status. Single

Height: 1.85m

Weight. 76kg

Health: Excellent
[Example 2}

Age, 24; height, 1.65 meters; weight, 61 kilograms; health, good; marital status,
married, no children; nationality, American; hobbies, photography, stamp collecting,



sports, tennis, bowling and basketball

xerclse

BT R FEREN
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Section 2 Job Objective

{1 D s AT DA B I 4 ALt mT LA B R R HRAL S E O R B ES R e —
A, HH e TR B XN TAEREO.

PEEL LR EEE R EER LR EED LR REL LR EEL EEL EET R HPE#J-' m‘ﬂ:E'”" R e e L e T LT Yerp R A e )
gessccsnnascssassosaaesssanves o RERBARE R , cossassosscsans

: objective n. B 4% career/ job objective B2k B #& employment objective K IR B 47 :
' journalist n. #7 i T4E# translator n. #i%0i interpreter n. @& i %
: proof-reader n. #& %% anchor n. FH&FA engineer n. L#ZJf :
* typist n. T F R shop clerk /& i salesman n. 44 i H
: stenographer n. %72 i telephone operator 44, i shorthand typist %7247 F i :
' secretary n. #&4 office girl #r2~% 482} manager n. % s
. head waiter n. 473t legal advisor 42 7] mail clerk #f4- 7 :
- accountant n. 2it architect n. Z 57 surveyor n. | & Jf .
: technician n. # KA R tourist guide §# steward n. (KF oM . EMFeDRE R |

[Example 1]

Sales promotion manager in foreign trade department
[Example 2]

Certified senior public accountant
[Example 3]

To apply experience and education to a position in personnel administration in a
Sino-American joint venture
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[Example 4]

A position offering challenge and responsibility in consumer affairs or marketing

C)Qa\DQ/\DQ,\DQ« ~0C_- 9.9

Exercisesg
BILTHREREL,
. R PREERE B A AL TR AT B B
2. AR R 5L, I RE R IR TRV A TAE
3. M EIH IR Ao 43
4
5

—

- LRSS TR MR AL
- BEAL B2 B HASS , REDRAIEAS A I T v il AR 4L i AR

Section 3 Personal Education

B2 Dy fai A i Al LATR] 55 A SRR I 2 0L %Ml R AR5 H 3 B ORAR A
ERIRE

N MSRNRNE- -1; ) J::) | iR
: education n. #F education background # & # % curriculum n. 342 :
: major v. F1& minor v. courses completed Ff ':3—“1%#5.'
': social practice #£4-%:#,  part-time job IR T4E vacation job B T4k :
* refresher course #153%4 reward n. %5 student council % 42 '
: educational system %] academic year %4 semester/term n. :
+ score/grade/mark n. 2% grade n. A ’
: class n. L4 monitor n. JEK :
* league branch secretary B # 4 prize fellow 3% 343K 134 '
: degree n. F1% post doctorate /5 doctor n. 1§+ :
' master n. A4 graduate n. k4 graduate student A% 4 °
f intern n. £3J 4 Excellent League Member 4t 7 H 5 :
. Merit Student =45 4 .
: commissary in charge of study/entertainment/sports/physical labor/organization/ :
. publicity %3 /X /K /F /BB EHER
: freshman/sophomore/junior/senior n. X5 —/=/=Z /5B 5% :
S aRB0N e D oSSR BEPEE S SN 6ESEE 068 boDOEE0D EENHESESNEDSSERTE S SRS SEP05 § IR ATRNESNEDS GO WDEbEE RSB TE R

[Example 1]
M.B. A. Management Texas A & M University 1996
B.S. Engineering University of Illinois 1990
[Example 2]
Degree: B. A. received June 1993



