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17 J7 (Resume) 7R ¥R/~ A 7 % (personal history ) 88 & 77
# (curriculum vitae) ; tF data sheet @ vita, vitae B LEE,
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HEER, ATHHBC, ANNBFEMEMES BRI,

Z.HEEnET

BREHEECHESHE HEAEL ABKREEHZE
W B, BV e S fE R X R E BIFATRE) T 1 did a “super”
job in achieving new record sales (F 1 &8 TERIZE T HH
HEILFR).
Z L St K TR M SRR R ENEAZE T
1509 £ K I &7 (superlatives), I+ 2 EH H C “greatly
increased sales” CR AN T #H & H), M AR E& gy £
THLHESAMLE, RRBHREELRETHE? K —
EEH R AP FMERLMIEERRE .,
HENEEYEEE .
* KETE T TAE (B A FTRE X FEFR AR . X A A8 T4,
A—ERELKE),

* BIFATRAMRE .

* A EMLHEME CHAE, & F LA KB
.

* 417, “me”FH  ERBG AT AL AT ik AiE4,
mARTZENEF., #E7ER,“] was promoted to
------ "] 2 RESUME LB : “promoted to-”, i##
B AR ENE R T I R AR .

*ERAEAN A RREEGRE THESRMES T A
EWACERERNTER. B, XHEREE ST
“My work experience is limited. The only job I ever
held was in the mailroom. "WiZ i 5 EMEX, ik —
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R IR AE IS WA B (mail clerk) BB G, TR
Wk BB AR fE— T AE (R LA B S, g X
B THENE.

1. 5% B W R M PR BB

2. §RaE T EITHILK;

3. AR MLE ®LT 5 f e X

4. AES AL RNLE O,

5. EER IR ZMEY EE AR
XM A #H——F R, — DB RCE LR
RH TN EBRE MEMFRT.

* N6 A CHER G G ERRE 58 R SR FHN
ERAPALER, €RER, ALTAN. REMELF
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BERKITT.

=B ZETHYH

I h W RS, BT AL B RS E 7 AMRERFIE)
Hp R FEZREHXHAR R GAERX—E. 2F8T
RENEFREIR, TEEHHE.

MR EHPHXEE—a1G "1 reduced costs of manufac-
turing” (K FEMK T Hl& A, i H & B Wi BUX HER B
7 0 NARA R B Sk B, 01 BB B A A AR A AR

Bk, mB IR E C % %" fired thirty two unproduc-
tive workers' (BB A=+ A TEEREENI IO EEHR
SINRNIX T ARAREH . SBIRARE L.
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bhz B IR G LR N B A B 1 R
KRR R TR RS
FHE BRI BT

Resume statement Possible Implication to the

Reader

Raised in Anging, Anhui May know many people in the
ELZHETIRTRKK area—could be an effective
sales representative to such
people.
FIRETE %t KOASA D N ——
FEABAT S AT U AN B 1A
wEAE

Served as student body Shows leadership and popu-
officer larity

& Ui 3 S HIFHEN NG

Was member of basketball Is concerned about physical
team, three years fitness, teamwork., selfdisci-
20t AR FRBA A plined, competitive
ARG REMEKEDH K
HAD LR BT3RS



n.5E9FNAEE

KT B TR MR R TR R A
LT A BhiE Tk B R A . X FRAT S ahialiE A in kR AARE
F, IR L EEIR A S R M TR R ATTF o AT A BN
if] (action verb) I +14~, LAt &%

1. achieve
Achieved sales increase by 20%
2. acquire

Acquired the research, organisation. and communication
skills necessary for contributing to your product manage-
ment groups
3. act
Acted as head waiter and bartender for last 3 years
" 4. attend
Attended all project meetings, fully understood the rela-
tions for all project decisions, and assisted the project
manager in the production of the {inal report
5. become
Became familiar with operations of a fast-food restaurant
6. coauther
Coauthored a marketing plan for a retail store
7. complete
Completed the negotiation and purchase of over 20% mil-

lion worth of equipment for a domestic crude refinery

— 6 —_
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11.

12.

13.

14.

15.

16.

17.

. conduct

Conducted a summer Public relations workshop

. consult

Consulted internationally in three countries about the
chemistry and technology needed to produce solar glass
effiently

. contribute

Contributed to the efficient management of student loans
at the financial aid office of Teto University

controll

Controlled the budget

coordinate

Coordinated over 400 meals with restaurant manager
correlate

Correlated mangement with field work

create

Created multiple sales achieving 30% profit over last
year

demonstrate

Demonstrated the capacities to manage information sys-
tems and the systems themselves

develop

Developed leadership skills by supervising staff

devise

Devised a system whereby the mash-cooling process
could be shortened by twelve hours

. direct



20.

21.

22.

23.

24.

25.

26.

28.

Directed a staff of five in producing the magzine and dis-
tributing it to employees and others

earn

Earned money at various times repairing fishing rods
experience

Experienced in land and investment real estate sales
gain

Gained retail experience, including knowledge of fabric
department

handle

Handled public relations correspondence, news releases,
preparation of reports to stock holders and institutional
promotion

help

helped coordinate investment transactions for the Bank
and its private

implement

Implemented manufacture of water processing systems
for the steel industry

improve

Improved operation of paper embossing machine that re-

sulted in 8% reduction of operation expenses

. iniate

Iniated and carried out a research project to evaluate the
competitive structure of the condonium market in New
York

increase

—_— 8 —



29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

Increased Club membership by 20% in six months
learn
Learned how to operate a retail store
make
Made a suggestion that allow the company to expedite
loans within less than a week
manage
Managed $ 3300 budget for on-the-road expenses
maintain
Maintained creational facilities
master
Mastered merchandising techniques, inventory control,
and paperwork
order
Ordered athletic equipment
participate -
Participated in summer internship as assistant to Vice-
president of Investments
plan
Planned seven dinner parties for 30 to 50 people at 50§ /
person
produce
Produced statistic information for professors in the De-
partment
recruit
Recruited, trained, and supervised staff of 75 for Girl
Scouts
—_ 9 —



39.

40.

41.

42.

43.

44.

45.

46.

47.

48.

49.

review

Reviewed submissions, production videotapes, artwork
serve

Served at table restaurant with world-famous chief
Pierre Girard

sell

Sold advertising space for small local magzine

start

Started paintings business employing 25

sell

Sold 304 more than my predecessor

supervise

supervised 10-person research staff for biweekly
newsletter

teach

Taught myself how to cack starting from easy recipes
train

Trained 10 college interns in customer relations

tutor

Tutored students in Cost Accounting

utilize

utilized my various talents to help other young people
learn to read

work

Worked one summer as a regular waiter for a major

restaurant with an internationally known chef

e 10 —



