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Section 1 ZL5EXER

% 500 3R ANk, — 6 K AEE SRR I s A AT o — L 75 1) 9SO
FEAUREHRNB U IE R

e 15BA1= (Cover letter)

B B ARG, Rt R B CULRIRN IS E RN, n]
DAFE 2L v A 1k F B RE RN AR BE A 2 R A (K TR . K 2 0 w2 R A i
2 AN A . SRS LB =84 - A (Prolusion). H A4
(Introduction) FI&5HiE (Tag).

e @5 (Resume)

A ERIAN NS, e Tl Abs. TSI TR
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lThe first day@ TERL, ENEH
KGNS TR, SRS, %, XM —4n]

I 1A VR 22 BRI e 7 AR 5 e R 2 b B 19 1R T B o 995 3C 11 77 45 Hh ST 77 P 2%

FMBL, SR T 1 8 AN JT I

1. KB B 47 (Goal )

XPSR IR (T H B RN AR MRS HlR, 1045 : HAR (objective).
TAE H#x (job objective)s Bk H #5 (career objective). i KHR{7 (position
sought). 7 HHIN7 (position wanted). HHIFHI{Z (position applied for) %% .

2. MNAFKAE (Personal Data )

TN YR E (introduce yourself), fLIEAN A —LeFL AR - o
% (name). TERY (age). HAZHIW (date of birth). {F4H i (home phone)
Jr A HAE Coffice phone). [RJ%, [EFE (nationality). 1 (native place). %K
BEIRDL (family status) UF@HARYL (marital status) %o

3. L IEH 4% (Qualifications )

HEW R A TSR AR AT — T/F. FEAHE . HETEF (edu-
cational background). TfE1f5t (work background) F15L ) /AL#¢ (strengths).

4. % 71 /#%- (Strengths )

PRABAC IO T, RIS ERE 2, PRGBS BN AP0, IRAR ) PR
Sk BRAMERS (PRI — LR . SE ) M FERRIN S NZRAE ). o hTRES . ¢
Afig . SHEES . QI S EE R RN

B4 -

R v4iE fE /1 (good communication skill)

s (K Ik ik (sharp business mind)

RS A B @ BEiE Y] (transparency )

4 HLALWT (make decisions)



Interview in English

e R AMItREAE (1 work well with others)
WAEAROEATIN M4 FE (1 can organize my time efficiently)

5. 55,5 ( Weaknesses )

RN AR B 5 FRE SO, Rt TR, Rk aiR, S0
ACURET), SFRE. VI, fEAR(T—AMETEM 9 RS LA A el 2 A —
T 7L fE ) IR A R Tk

Bilan -

Beat H OB K T4 . (Itend to drive myself too hard.)

Fext A N i Ik . (1 expect others to perform beyond their ca-

pacities.)

FeBXGH P . (1 like to see a job done quickly.)

6. k4 %% (Hobbies )

FUARE AN ANPIER . TR AFIM. B4R, BiH)TZAANE
TEHETT . AR, BYEREIK. . ¥ fh (playing the guitar). [{i (lread-
ing). ifi)i] (enjoying drama). 12l (jogging). ! (long distance running).
AEHE (collecting stamps). FIHFh# (playing bridge). FTPIEK (playing tennis).
FHE (playing chess). fgilf (traveling). 4%4] (sewing). WrAcHi‘k (listening
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to symphony). f#Jé¥ (doing some clay sculptures) .

7. 32 & B ( Reasons for resignation )

B T B R SRR B R A, B TR AR S M I AR A SR A
(1, 38030 BY HR S BRI B A3 K VRN . K EAA ¢ JUILAN RS 2% WL I S T 15 48
TORAE I 18 O U O PERCAFAE ¢ RO (AR R (K B B AN A TES 47

Bl -

Sy ENV K T AE (for more specialized work)

T U (F) R e BT (for prospects of promotion)



[ The first day @ TRERL, BB
S & 2RI TAE BT (for higher responsibility )

MR TAEZ4 (for wider experience)

H 122 a5 (due to close-down of company )

i1 3016 (due to expiry of employment)

8. #8 %4 ( Salary& Bonus )

VM 2 T I A2 AR S AT SR AT Ml B AT S HR b P s T 90 A AN K3 T g, ()
I B AFSERERE — F H CIIRE, (HERGERIL, SKEE N 208 % AL 1 5
TARAIWE, KREAtE], ATNET SR R R, KRR e A g
HHE, RS, RS A O IR RIBEARME]. ki, J$ (base
salary). 4[f# M (total compensation). Ef* 4 (annual bonus). M &4i% 4>
(performance units). ZLF (benefits). 5 (perquisites). FFEKiHNG (perqui-
sites) MGl (performance shares) %%.

Section 2 &H
Q Bi8ErS

2 NFE R IRN —e S5 R P, AR AT Geid A 1R 2 A A 538 78 98 3 &) i
B, BHEFGURIME, M HZEIMEERPUS R e &2 E R ER AL,
NEIEAT S AU E R, ERKS% .

Dear Mr. Wilson :

I read in the March 24th Washington Post classified section of your need for
a Civil Engineer or Building Construction graduate for one of your Washington,
DC, area sites. I will be returning to the Washington area after graduation in May
and believe that I have the necessary credentials for the project.

I have worked at various levels in the construction industry every summer

since the 8th grade. As you can see from my resume, I worked several summers as
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interview in English

a general laborer, gradually moved up to a carpenter, and last summer I worked
as assistant construction manager on a 100 million dollar job.

In addition to this practical experience, I will complete the requirements for
my Building Construction degree in May. As you may know, Virginia Tech is one
of the few universities in the country that offer such a specialized degree for the
construction industry. I am confident that my Building Construction degree, along
with my years of construction industry experience, makes me an excellent candi-
date for your job.

The Anderson Construction Company projects are familiar to me, and my as-
piration is to work for a company that has excellent reputation. I would welcome the
opportunity to interview with you. I will be in the Washington area during the week
of April 12th and would be available to speak with you at that time. I am willing to
contact you to answer any questions you may have.

Thank you for your consideration.

Sincerely,

Steve Mason

efeﬁu‘:

BRAP SR A, BRI R AR A, XM PETT A SZHIR
F i EE R AR . BTEL, NEEE e LURYE N AR R
PR LR E R A A, REdih. ok, RIS AL A R
o, ATBLERI AU =F X

1. v AF n A 2691 7 (Basic resume )
R RS N TN Jm B A s b 2 B b E O E Rk SR ER N B2, BRICA 3

HITAELD, PruldeEsmeeAl b, NEm¥hit FE.
7F Basic resume 1, —ALFE F A N2
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1) N~ A#&E# (Personal data)

4 (name). if5Hhibl (address). HEEIZWHY (postal code). HLi% S
(phone number). HA4=H (birthdate). A (birthplace). P51 (sex).
5 i (height). 4 & (weight). f@# BER & (health). A Z I H 3 (date of
availability). 54 E5 ) (number of identification card). XA J2& W J Bk 4=
P EEWAAR, —BRRALE, KT ES SR 5L (marital status) F1)L
LB Cchildren) BHIG. 48R, WREWFFAERENCH, WNSH.

2) RZEEER{I (Job/Career objective)

3) HFEHEH (Education)

MR FR KRB AR A0, G ki ()RS S HRAL AR DG (K R AR 5 Bt
M. WAMNES). REEHN ——FH.

4) $57)$8E (Special skill)

5) A& FE4F (Hobbies/interests)

WERAEE I B M RANES R ey, WA RES.

2. VA% A 497 A (Chronological resume )

PLXFp R 20t BRI S E TR, ARAEONE T AR, $EIR N ISR A K
(1 20 5 A R B4 IR IR 270 ok, 38 T AR DI IAE S DI Z BT & RN 2 i 1)
e TG 38 0 A Bt . AR ACBE ], X MBS R E S TA TELR
FISRERA 51

{t Chronological resume H, il WFELL FIGE -

1) MAZER (Personal data)

HAKRAFLLED A ERRI AR, A, EARSIMTAESE, Nix
CENEGSERS, TS RESES, @5 N E PSR AL .

2) MEEEA{i (Job/Career objective)

3) T1E2FH (Work experience), BIEREFINTIELR.

5B CAEREAS TAE ST (M ERAL . B ST RIS (K B LA R T AR AL
e 1] o
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4) %#[h (Education)

BOARC TAEZ A, M RALE % 8 R SRIRE TAES 50 & AT
PN S EERAL, BT g — S HWHE, B AR LTk 11
DIl FER TN A GG+, AHERSIENR RLHR. 451 &R
BT R EALRITT .

5) AR EEFN$FRILEE (Technical qualifications and Special skills) .

6) RHAMSR (Scientific research achievements).

e MUERBE O EBVEFH (Functional resume )

XA WS E & Fr, WE LA TAEZ o BRI &, K BT & 0%
FLLZE I3 o0 L0 T AR [R] o AEL P9 AROARAS 22 AR T« LR 3 oA 3 PRI 1] g dt 4
N TAD MG R HE A A8 0 4, 1 RAIBAE DA = FR) 165 T 4 T4 R R s vk it
KMESE TARZE 7, AT EE 6] b BTk, A B om i S Loy e i) TAEfig )
FUE N FRRE . BTt R B AE P AN AN [R] 1 A S $H AT AR (] FR I 45 B 17 3¢
A ML S5, ERTHANLER— A H 2.

Bl -

Functional summary of work experience

TAEZ I I HR REEE

Purchasing manager :

July 1984 to May 1986 Guangzhou Friendship Store

198447 H& 1986 45 H M AL R 3

December 1988 to September 1990 Nanfeng Department Store

1988412 H & 1990 4£9 H #j -+ 11 BT K%

Sales manager :

CER R EA L

June 1986 to November 1988 Dongshan Department Store

198646 H 42 19884 11 H ZR il 11 B¢ Kk
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October 1990 to February 1993 Guangzhou Department Store

1990410 HZE 1993 42 H T~ M i # A#E

increased turnover by 25% in 1992 and by 30% in 1993 :

1992 4ERY N T 25% HIENLAT, 1993 -84 T 30% (178 L4 .

Work experience :

TAEE -

8/1987-10/1989 Shandong Light Industrial Products Import and Export Corp.

19874 8 HZE 19894 10 H th A% Tolk itk ty D4R A 2 7]

11/1989-4/1992 Guangdong Light Industrial Products Import and Export Corp.

19894F 11 HE 199244 H | FRET ki &R AR

Work covered : international marketing importing

TAEJEH - EBrE

Sport shoes from Italy, decreased purchasing cost by 10%-15% between 1988
and 1989.

MK FiE CHZ B E——1988 4F 5 1989 47 2 [8] FRAKIE K B A 10%-15%.

Exporting rain boots to Europe, increased profit by 15%-20% between 1990
and 1991.

FERCH H 1 T EE——7T 1990 4271 1991 47 Z [ B4 I A3 15%-20%.

Section 3 EREHEE

Q RIRERATIARE

1. B33y .
Executive Marketing Director 173747 BUi
Vice-President #l & #
Assistant Vice-President &l & &) #2
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Controller (General) ¥ i
Vice-President of Administration 1T BE| i
Production Manager 4= 7= £ #
Operations Manager 1 75 25

Chief Executive Officer (CEOQ) HEHITE

Chief Operations Officer (COO) H#izE
Branch Manager i [ J& #

Director of Operations 125 & i

Claims Examiner % &

Property Manager /55 Hij= 25 £
Regional Manager [X 128 5
Hospital Administrator [ [ 5 £
HMO Administrator [ ¥7 B 5 #E
Import/Export Manager i3t H} 145 #E

Insurance Claims Controller {6 A 54 FE i

1
PR
i
%
2
0
i

Program Manager )75 #E 22 B

Insurance Coordinator {4 [& /31 5

FEEL

»

Project Manager Jil F 223

a1

Product Manager /'~ i £ £

Inventory Control Manager J {7 #E 25 £l

Warehouse Manager @ [ 25

Manager (Non-Profit and Charities) FZ%&i A1k 2& LA & EE
Manufacturing Manager 4= 7§ FE£2 #

Service Manager fl 554 31!

Assistant Manager 22 5 B B

2. AT EK AR

Administrative Director 7B 1- & File Clerk #4545 £ 5



