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Lead-in
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1. ThAEA!fEiJli (Functional Resume)
DhRERL ] oo A NREJI AN, AN AR HLIR1GIX Lo s e i Rd T . EXF T
FEeRIAE R U R AR E R A, Eean R ] SKERGE B AT A . TR PO TE 7
AR B i AR A R 8 K ¥ SRR
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I e 2 1] g AR ) — A0 AR T, 4% B8 eh i 3z i ik (R 37 H AR o X
PR E e N A E T 5. FREREER. F2HREATTA (LUFRF#R
A HR) Wm0, RN e Re s e SRERE 7E A4 iR o A+ 4 TAE.
Rk, WFFREDRARL TS RKKIRE R EIE.

EERN

1. SARYE N NGB £ - R BT e R i D

2. TR, EEMARRFEES, X—-RAEXREE,

3. BAHMEEMEFRFANE, RaRtERE .

4. FEBR IR EE SRR B S e, ERIHAEMARE.

5. MEAMELE DR NAT SRS, (AT RE AT R I TR
6. BATA MR B ORI 2 SRR, XTI i N FEIC A F fa 7 42

HERENL.
N J

(ﬁggﬁ
1. Y12 “CAAZER AR '
PRAZZE HR W a1 B i AR AR A e HR AL “ BB s i ” 1, 75 W7 g o R AR — k.
2. THRETERE \
R T B RIRAAE B, WA A TRl .
3. EMTS BRI E AR
AR 0 R TR A R L e SR BRAE TR I o, FF ARRRE Y 2051 H 48 B T 45 T ER
LR FT B R Ak . Bl 41: “Program Implementation” “ Human Resources
Management” “Staff Recruitment”.
4. TEE
BRI FE I NBEAEKRL . HR B[R E 5%, 1500 EER R SEE RS /.
5. AEETRA
BREFHIEIEEEE, HNEFREEAINAGEERHS, FFUARINEE

WA LEZ 0B,
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Sample Analysis

A I A0 L T i TR e e 5 6T

v IhRERIM  (Functional Resume)
WRTATIR, DHAEEEITNE S TSN L, HR g . R
Sk FRAR M58 T 112 [ 274K Vincent Johnson JLAE §T RIS i) 7 53 A 450 4 a7 543 B -

Vincent Johnson MBS TR,
123 Main Street w4
Stanford, CA 12345 IS, HiE
A11) (111-1111) Wi BN BBG
John.Applicant@email.com HiE
SKILLS e Fluent in English, can participate effectively in BT e
SUMMARY formal and informal conversation on business, !
practical, social, and professional topics. HBEZH
e Limited use of Chinese SRS, WA, M
e Proficient with MS Word, Excel, Power Point, etc. | #tis/Slkit (&, Friks#p
Education Stanford University, Stanford, CA. i
9/2008-7/2012 Bachelor of Business English RARRRR: (o) o
GPA: 3.7/4.0 "
Experience MAGEMENT THEE R
10/2011-now Management Intern CHZ R BT )
Riverbend Inc., Stanford, CA o B RE
e Worked with a team to plan, organize, and NI [E]
publicize a variety of activities and programs igg";&' RALER, T
designed to motivate and educate Stanford’s TAEER Bk
African-American community. THEZ2K (Mahidid s
9/2010-6/2011 TEACHING/COUNSELING v JE3L)
English Tutor : E: WRRNEE, T
Self-initiated and directed, Palo Alto, CA L] LGS A B,
e Tutored two seventh grade students 2-3 hours per FRER, LB g
week.



Chapter 1 Job Application

e Employed the Socratic method to help develop
their analytical skills and help them with their
homework.

e Designed tests to chart their progress.

e Created interactive games to increase their

understanding of math and grammar.
B N e g W S Y B |
v I FRIfEIH (Chronological Resume)

CAEJLFE 2 G, Vincent A —f TAE. BT H AL JUAASREM TESLT, E—K
flie$E T EAE S B SR FRARLTE D, 4 R e A 75 SRS O PR AN HES 1T 2
T 3 2% o FRATT— 2 At R ) 1 P A — e g B 43 A

Vincent Johnson

123 Main Street
Stanford, CA 12345
(111) (111-1111)

John.Applicant@email.com
Objective Seeking an Sales Manager position requiring advanced Bk EAR (F[i%E)
retailing and management knowledge to improve the AR 48 LI (7 ZE R A BT
company’s performance MRS HiR. BN
2SRRI IS F N
Experience Key Holder A BB, SR
Amy’s Boutique, Stanford, CA AR RS
2013-present ‘ : y

e Opened new specialty boutique

e Placed orders to restock merchandise and handled
receiving of products

e Managed payroll, scheduling, reports, email, inventory,
and maintained clientele book and records

e Integrated new register functions

e Conducted extensive work with visual standards and

merchandising high-ticket items

Sales Associate
Riverbend Inc., Stanford, CA
2012-2013

e Merchandised designer women’s wear

e Set-up trunk shows and attended clinics for new




LER 3 ki

incoming fashion lines e
e Worked with tailors and seamstresses for fittings
e Scheduled private shopping appointments with

high-end customers

Career Business development executive with years of experience ' B BR (ATi%)
Statement in technical sales, sales management, team leadership, and ﬁiﬁﬁﬁﬂ%ﬁﬁb» ‘
i business growth and expansion. Proven ability to generate Ltﬁ%ﬁ@ﬁifﬁjﬁmﬁ‘ fit
sales and revenue | : AR TAE. :
>

Education Stanford University Stanford, CA.
Bachelor of Business English 2012

)/ Words and Expressions J
(1) payroll (n.) T4 8

(2) inventory (n.) FEfF, %

(3) clientele (n.) BiZHE: & #f

(4) integrate (v.) B4, &

(5) conduct (v.) i

(6) high-ticket (adj.) =TI, &K
(7) trunk show W& (ERAEATT) HIHTH 23RHH
(8) seamstresses (n.) & 4%/

(9) high-end (adj.) Fidinf)s mR4MH
(10) generate (v.) F=4, &R

\}f_Sentences for Refe;encej

(1) BRI H#7 (Objective)
e Obtain a position at NAME OF COMPANY] where I can maximize my management

skills, quality assurance, program development, and training experience.

e Position as clinical practice assistant for health maintenance organization, utilizing
writing, research, and leadership skills.
e Elementary education teacher at small independent school.

(2) BRMEBRIA (Career Statement)
e Dynamic entrepreneur who utilizes creativity, leadership and teamwork to design and

execute solutions that create customer value.
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e Effective communicator with ability to create marketing materials that convey value
for both clients and end users.
e Experienced professional with planning and organizational skills that balance work,

team support and ad-hoc responsibilities in a timely and professional manner.

_\g.“p Writing Practice

L AFERBEE R o, (B8 R AR R Z et 2 AL
HE: Alice & RHRRFAMAEL W — AN mEl A, XA EM EER 1
IMTREERE. B, Alice Egm’S —14 1 Pk Wik 1% TR,

Hualin Limited Liability Company
We are looking for an executive secretary. College degree and job experience required, perf.
Please send resume to Ms. Wang, 23 Gao Street. We will arrange a job interview as soon as
possible. Thank you.

Alice Wu
12 Building, Wanhua Garden, Yuxi Road
Xuhui District, Shanghai
PHONE:(021)62351178

EDUCATION:

Degree: BA., Secretary

Major: Secretary Science Minor: Spain Language Study

College: Shanghai X X X University

Academic Main Courses:

Basic Theories Study Law Study

Basic Concept of Cooperation Manégement

Cultural Study Marketing
SCHOLARSHIPS AND AWARDS:

2005.9 Academic Progress Award
COMPUTER ABILITIES:

Quite skilled in use of Office 2003 and Javabeans.
ENGLISH SKILLS

Have a good command of both spoken and written English. Passed
CET-6, ILETS: 7.0.
JOB EXPERIENCE:

Internship as a receptionist in X X X Bank.
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3) M A AR S IE A ?

4) EREHEEE, MBS TRROE N EN =XKL E? 47

2 4&*&—'% A EFEIE IR A R A, T EERFEE S5 PN IRHENH

o PR RERR LR, RSN, FTEA AR EAD . (AR A
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1.2 Application Letter

Lead-in

REAE BRI NI 4h, e n] LABA Tt b —3 KIS (Application Letter), KA
B ] D FRANRE 56 42 R o SRR (R A RE « SKRERAE K N 25 55187 1 22 ) AN AR 98 H S A
G L A RES S R N8

R, FEIE T SR IRE AR EOR . EHEDVEAMCE R 1, ERER
PESREAZ SR ZUR RIS, PTLAER 5G] HR . RE HR 200 %L 0w
TNt [A) 5 SR ERAE BRI, HE 2R M vk

>r.
=]
ISY

[ B®BEENX

1. ﬁ‘/ﬁ%fﬂfﬁﬁﬁf ATER, BlE A —AT, DUAUEEN 254 2K, KA.

2. PR R R, Al “Times New RomanArial” 8 “Calibri”, 7 57F 10 £
12 52 [A],

K3. KEE: — AN T, (R ES N FETR, #L— iR AIE.
J

[ BERNA
1. Bkt (Professionalism)
SRHAE I A% IE X, % QB I A L IBE G A ] 9 5 B VR %
2. W% (Content)
—HHER ARG QFEASTTHA 2 {5k (header) . #RPF (salutation). 1E3 (body ).
45 (complimentary close). %544 (signature) FIFff{f C(enclosure).
3. 1E3C (Body) '
SRERAE 1 1 SO R A48 LR JL5 1
(1) RHPRIE A
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(20 MM ANGER (BEER. LIELRK. BIEGRES)
(3) TG R
4. [+ (Enclosure)
SRUR(E 0 5 ZERIAS N — 4%, LB n Bl {5 B SAEA R ClnsRIERUHE
Pl IR, AR S G E LD SRR

EBATEMZ— TR EME R AHEL:

H

L — J

.
BRE5ES

L AMEESESHRBYE . (T HR #AEE 2T/ —EKREYE, Hik, k412
AT ERAL R R P O B, JRE SRl EtTIRE, thab R u, KREUSHA
2 TR B HRA B R A 3

2. GENJEIEMW, 1k ASLZIYEE A

3. B RACAA) . ZHEESE A FSRBUS A, UIVRAMACAZ,
R Al AN L . SREMSOFRIEZ N “Sir or Madam”, W AEWS 542 HR 194
ANEE, UL S Ja) b/ 52 2 SR ER A5 0 5 4 o

4. REKE, BREIR. —HEBEARGARTHITMER. AE. &L &
ERBFNHSELA L ER. BRBRIMNCSRE®RE T “BE” HEEH,
B SRR A SR 2 RIS, ERRAESFHARLHREEE. Fiblix—
MEMAHEES.
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Sample Analysis

T BA PR I — AR B A T R SKERE N B AR X

v REUS (Application Letter)

Vincent Johnson 7EWI EEMVEF{# i T XYZ A& P AE (Account Executive) —
R, ffERT HA AR FER, &S T —HREE, ARERE: BALGHR AR RS
FRABELE . HOH S HIEHEKE R E5a g B A ae . ik
R -

7 5%
Vincent Johnson Y2
123 Main Street ' ‘ Hbdk
Sunford CA12345 Aol Wi, AN, 4
(111) (111 -1111) _ ‘ HE S
John.Applicant@email.com BT HR A
May 3, 2014 H
George Gilhooley JEEHS
Personal Director HR Az
XYZ Company A E LR
87 Delaware Road Hoik
Hatfield, CA 08065 Wi, BN, W5
4
Dear Mr. Gilhooley, P

PA “Dear Mr./Ms. +# K" 7.

I am writing to apply for the position of Account Executive
WRAFIEN Ty 44, AR B

advertised in the Times Union. | Sl “Dear Hiing ¥Ry

‘ ] : | >
The opportunity presented in this lism‘gﬁ is very interesting, and I
believe that my strong relevant experience and equcaﬁbnsWillméke | Ex
me a very competitive candidate for this position. The key streng'thsv : \ I RILHRIE R, BRI
that I possess for success in this position include: ATHRIL

2. PRETERRE+E (TR SRR ),

e [ have outstanding business English communication skills 3. PRESTZTAEMEDHBAR;

e I strive for continued excellence : 4. ERRIA DAL, ERAR
e 1 provide exceptional contributions to public relations and RAEEESZATIAEZT
marketing e+ ER i AL &+ .

10
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With -a bachelor’s degree in Business English, I have a full
understanding of the full life cycle of communication skills under
business circumstance. I also have experience in journal writing

and management.
Please see my resume for additional information on my experience.

Thank you for your time and consideration. I look forward to

speaking with you about this employment opportunity.

Sincerely,
Vincent Jebnson £4
Vincent Johnson LEAEHR, RRTFEES Z

Ji R BRI o

e

Enclosure: my certification, my resume, and three references

\Y Words and Expressions J

(1) position (n.) Hlf

(2) candidate (n.) f&i%

(3) public relations (PR) ALK R

(4 ) marketing (n.) 1173554

(5) bachelor’s degree “# -1 'M\f

(6) communication skills V&3H{E /), 74

)/ Writing Reference J

(1) H3k (Opening) ¥6MH 5 {2 frr R ey b 7 2 SR B L
e [ am writing to apply for the vacancy/post of ... advertised in ... on [DATE]

e With reference to your advertisement in ... on ..., I should like to apply for the

post/position of ...

(2) Ef& (Body) 5&:i H LA/ &, wIAHEERA F53A (Job Description) iEBH H &
PRI
OF-§:1

e | am now a (senior/third-year student/sophomore/freshman) in ... Department of

11



