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® Content and Format

® \Writing Techniques

® Sample Reading

® Useful Expressions and Sentences
® Your Try

® Exercises

A resumé, sometimes referred to as curriculum vitae, is a summary of an applicant’s
qualifications for a certain job, usually in the form of an outline of list. It is extremely
important for a job seeker and always plays a vital role in his or her job application. By
learning this chapter students will be able to: understand what sections should be included in
a resumé, grasp its distinctive writing techniques, and make the best use of the guidelines to
write an effective resumé.

@ Content and Format

1" What Is a Resumé?

FEX i (Resumé), tHFR curriculum vitae, &RERE EH LR ER 5 A7 B 4FAE A 95 5L
RIECIRTFANETR &F. F. B RRMHEXMGEENBHNHA, —RRIAENEE
R, HEHERUREH KL TR, — M IFR5CEH, BOiZEBRIKIRE A
MXEEGEE, DUEIRESIINE; MR, —ARPiEE. AR 9 S FE i,
MIRZ 5 2 RERERIRAM, EEMEKRTT. Bk, EXHiHMEEEREE.



[3“% What Is the Structure of an Effective Resumé?

fa i — M RLAFE LA JUAN TR A S

e M AfEE (Personal Data)

il i o BN NG B RZ B R E B 4 (name ) $£71] (sex)+ HA5E H (birth date)
4=l (place of birth ) B (nationality ) %% 5% (native place ) #548IK 7t (marital status )
BEEE (BRMbE, 559, e-mail ), @R (health) 55; XEFERAANBAE
AREERNONE, LAALAK.

o NEEERFI (Job Objective)

Job Objective /W f BH 4 E2 18 H SR HRE SRR & 1] A& 5K ER K ALAR G HI G EBR. 3&
FIFITE S i B ARER AR . — AT LUR A LR g R

To work as (job title) at a (company/ institution)

e HEY R (Education)

HEETRRIEREENHELN. ¥tk BlbFf. ks L TaEss.
BESCTE 7 BB 2 P O 8] HE R R 5 o S B ISR B . ST P — AR SR ER & 1 i
BBEERR (FEH) &, AFHER LIRS EARIRIEE R FEEE E R
MM TELE, NN YEREE R E2MER, REECEEET RN
Hh#, CAS| & AR DG, Flanm] LA 5 R ER AL A G I E B REE .

o T/E (5£3]) &5 (Working Experience/Activities)

TAELHNARESAUCRIFMHEXN TE, %320, TREOAE—REIFH. W
MIEHITEAGL, A S5 HSEE, SNEEREIEMERIRNE T, S = B iR
FF RERAL, WA S H S AR Bt R e DA AH SRS . TR A B TAEL Fi AR
AR, BFTNESRERALE 3 £ 75 T s i, W A] BB KRR R R TIT LA R .
— R BIAE 2.

o H LB (Social Practice)

HELBRBBERNBEE, B, ERAIINELRTIE (part-time jobs). &
HAFT T (summer jobs ) FEEML 3L 2] 45 . i R iX ekt 22 S0 B R R VIS H) TAER B VIRIX R,
BEMNSHRETUERE CPEE, Bd. STER. M.

e tE4MES) (Extracurricular Activities)

FEfR S HARER BN i) & FURAMNESD, FTRALL R EF/ BRI A BE. ZUF.
BFE. AR RERE. BINESIEEGRFE LT ILMES):

1. B3 (Physical Activities)

fl#n: Captain of the university basketball team K22 ¥ ERBABA K

Player of the college volleyball team 2Bt HEEREAPA 5
Won the first place in men’s one-thousand-meter race at the university students’
sports meet of Jiangsu Province in 2015 ]

2015 FEELHE RFAERFTEEHIRE T 1000 KE—4
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Unit 1 Resumé (ﬁiﬁﬂi) “

2. XIRiES) (Recreational Activities)
fltn: Violin (piano, etc.) player of the university orchestra
BURBAVNMES (RESE) WER
Won the first place in the university chess contest in 2015
2015 SFRERRMHLFER —4
Won the runner-up in the college dancing contest in 2015
7 2015 SFERPEEE LI PR T
3. #AR¥ES) (Academic Activities)
filtn: Editor of Campus Life, a weekly
“RBEAEE" AR
Chairman of Kangle Poetry Society in 2015
2015 FHEREFFREK
Won the third place in Jiangsu English Speaking Competition in 2015
2015 LI E FRIE I LI IREB =44
4. #£7E3) (Social Activities)
#4n: Senior year: President of College Students’ Council
WESR. RFEER
Sophomore year: Commissary in charge of sports in the Students” Council
TR FASKEERR
Freshman year: Commissary in charge of studies in the class
—F R KYFIRR
o XFhF1Z% (Honors and Awards)
ERMA G LRB/REE. WX, =HFE. MFRAR. NFTHERERGT
Bl HK. Blin. ,
Scholarship from the university in 2015
2015 SEIREE R &
Excellent League Member in 2014
2014 SFRIRMLFH RHKR S
“Three Goods” Student in 2013
2013 SFEHIFEA “ =47 FE
o BARBEM S5HFHIHAE (Technical Qualifications and Special Skills)
1. FARB K (Technical Qualifications)
I AN VR 8 TR AR A & PR ER B A AT AT AR HOR B A . Mol
Passed the examination for export sales staff and got the Qualification Certificate in 2015.
2015 @AM 57 B R RE AL F .
Got CET-6 certificate in 2015.
2015 FIRRKFFIENFAES -
Got a driving license in 2015.
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2015 SFHNHUEHHE .

2. $§ 7|58 (Special Skills)

Rl CAEHRAL % A AT 23 ) — 48 BAR L RE(E R AR AT RE, WIEFRES . T, Hid, #
A5 . il

Typing proficiency: 50 wpm

fTF G : 58 50 - Hid

Languages: Mandarin, Cantonese, English

5 DUBEEE, JME, E

English: Fluent in reading, writing, listening and speaking

WiEE. 5. W, BAA

Shorthand: 95 wpm

#id: 95 F

Computer Language: COBOL, BASIC, PASCAL

HHEMIES: COBOL, BASIC, PASCAL

o MEREMELF (Character and Hobbies)

ERMNE , #RZLF SN SRS, M, &7k, WEUIGT-

e iEB A (References)

EIEREIMBE S HERAAN, TELHEE EREIRN R RRAETREL/ERR
. WRRHUER ANB BE, 20 EEF=4 —E R .
PUR JLRR A AT FE e A B A3 -

1 &K, REAME ERZIN, XL ARTBLUERIRE) A R0 VA% .

2. BT, DMEMESIRIOCAERE /D, LS5 RO A .

3. [FIERY, JEEUERRIANMES B

FUEH AN GEES . RO BAL, BiE Rt s Bl

References

Mr. Wang Hua, Dean of the Dept. of Applied Foreign Language, Lanzhou Petrochemical
College of Vocational Technology

Tel: 4561790 E-mail:akdjal@163.com

HF: WEAAN—TDUER PRI LA, {HA15 8.

References will be supplied (or furnished) upon request. W IE A, K odt.

RERERBNE: UENMARHNHKRER, AOBEEF D ANELP.
A&, TATHEH, BAmR. U522, Tlaeg, EEQEERERNAHBRA
BEE, FESNHIFRATHKARAE, Pic!

Ay, EFEANAERE, FAMNET WM EROEWIER. FO0EH. BEARBERIES
IR ENM, XLEF R4 A N BALE TIRZIFEIR .

" What Is the Format of a Resumé?
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1. R

1.1
Resumé

Name Sex Health

Birth Date Height Weight

Native Place Marital Status

Address

Job Objective
(L HEERAL )

Education

)

Extracurricular
Activities

CERAMESD

Social Practice

(HE£3E8)

English
Proficiency

(FEEAKP)

Rewards
€ 47D

References

GEBA)

1.2

RESUME

Name
Address
Tel. No.

E-mail

Job Objective
(PIFSHRAL)

Names of Schools (242 £ F7)

Education Dates of Entrance and Graduation (A 2FF1EENV (]
(%) Degree Received (TR

Curriculums and Grades (FT&IRFE AL




g

Summer Jobs

(ZMTE

Q:;?g:;?;ns Certificate Received

Py P LR EH)

Hobbies
Ol & FIF)

References Will be provided upon request

GIEBIA) (TZERP AT P

’BR: PAREREE, GFMAGE, #hk, @ETRE, —RESERHKRL
77, AL, XESREMM, REARER, MBELAMKRTA: HH, FRFAR
BAHMER, ATUAE,

1.3
Resumé
Name
Address
Tel. No.
E-mail
Job Objective
( MEESHRAL)
Work Experience
(TEZH)
Education
(=51
Hobbies
Ol R FZ )
References
GEBN)

#7R: AT IEETAERI N, Experience 5 7E Education f AT, i XS T7ERAE KL,
Education U S/8(7E Experience Z . SKERZE 7] LIRAE B & ¢ s R SEBR1E 5L LA R i5 4w H
it :
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2. TR
RESUME

PERSONAL INFORMARION

Name: Sex:

Native Place: Date of Birth:

Address:

Phone No.:

E-mail:

JOB OBJECTIVE

To obtain........... position in.............

EDUCATION

From (date) to (date) Name of University
Department
Advanced Degree

From (date) to (date) Name of College
Department
Bachelor’s Degree

WORK EXPERIENCE

From (date) to present Position

Name of Company

Responsibilities
Achievements
SKILLS
Familiar with
REFERENCE

Will be provided upon request

RIABURI T — R AR RS —FRFREFIAMS, B—RERIRG; —Ffhe
EA TELH, BEKERFTHIEAL SKERE AT LARE B SF A LRt L in AR S F it

@ Writing Techniques

XA R: REER. BAEHEE. RBEE. BRiRE.

3§ == N
L == ﬁ?j{p

1. REARE AN, B53hE. iR, REANAERE?SE,

Passed CET-6



