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* Able 10 perform my duties eficiently without SUDeVISIoN

* Highly skifled et MS Word, Excel and PowerPoint

* Speedy ranscriplion

e WRE -

RN EIX S

X — BT OB B AR R TUAY 10
KELEDE, HYNRE “ERXAR “EERA
B KA RRIRAK 4 MERIRIR,
SIANEREM. FAEREE. BISAEE.
BRITRRTS, £HUBNEYELHR.

P ———
* BELRAR

= How come you're 1o sarly an auty oday? 57 ERL LERA ST

- You come to work 30 early today, -0 FRAPRA LT,

« W's surprising that you are 50 early today BT ERBRLT., ML AW,

2.1 arrive hers just on Bme SRERIIRNY.

- DAL AR

| come to work naither aarly nor late ¥R L SEFRIATT SO,

1 am aiways punctual for work LH

=1 have the huck 10 come 1o the office on time. @WE. BRERD O ESE.

RN EHXFS

SHIKIREIL, SS5RAYEH R RHERAT
X—EDEENAT 3XEHER, DB
REEIRFAENEH" “ERRHERSEED
WEER" “RANEH" . RRRE B
8" “ERFMT “eHEE ‘hXEhE” 4
MEFERIR, £S5 BITRIREHIBERIS.
EPREVNR “BHBEHAXEN" , RE
BIEHERIREHIBEAE.

Why should we hire you? 112 1{+4 B3R Fa0

O ERE4A@

* Why o you apply 1o our campany? (731 HA SRS

« Wity did you decide 1o chaose our company? (R AR ERERE 8D
Wiy are you interested In our company? £ 5{ 1 ARG RSN

 Winy wousd you like 10 work i our company? G/ 4 SREEROAX TN

BIZER AR
CBE:
Er Jlike thes job 13, RRESTE

BRI

Fm o parfact it for this job SWRBERIATE,

DABRRIXAFIR

X—EBU—HBZANDRAZERRA
B, oR “NEEE" “BRETH" “BH
BiE" ‘BN “ITEXKRT ‘Bihth
f£" “BREE" ‘EBEL” “hil—z” 9
A chapter. #XIgE “BOBR" “FLUH
B’ “9ER" 3XEeRR, SERRSE
HE FERANSIERRTE, BUORSBEER
[FeiE, REREEAIE, ERGRATES
3, BT ATIAZEIRTIEA



{sEF3ER

4. S ERIXHR
R—EBIU—RBSERPAIER I,
B RBER SWHA FRNE" B

REE" ‘BEAE" ‘ISR ‘BB
hiE" “BEEBE" 84 chapter. KR

RE ‘BB ‘FLUHA ‘a9XER” 3
KFERIR, SEIRSASHNSERRD
=, BIFNEIXIESER.

b RSN
From: Raiph Rawings WA TR PHE
To: Bryant Jefterson WA GRS
Subject; The New Employoe M HRw
Dear Bryart, i aeald B ol

| am wondering if you have leamt that RULE, FIERNEN. FE-,
we will have one more new empioyee in our B AN IR 4RI,
department next Monday.

HEETCH, BNHSTERKEE &
NSSL i sadd thet he graduated from a famous 4T IR M KRS ETST,
university. And ha et & favorable ® v 7
on the interviewsr, 30 that he finally won the = OSSTINANEP . ST2UN. 561,
‘campatition with the other seven . aWES. FUE.
for the poston T Il He Nl Bereis AgM  ONANASIGRBLTH, ANRTy
RO UGS We have 10 atiand  FEBANLE. BANY. STESES
10 30 many tasks these days. His amival must  EMETERM )
be & great help. | just hope he will ot be the
and of person who is difficull 1o get along with.
Yours faithhity, HEF

6. BRI

X—ETDELEIT ESHER" , 95
‘BR=ZE" “BIRtYR mAS, B
ABHE R EIRAVRISIEN . TSR “FHF
AMEERER" “BROEAIRE" B
chapter, DEJIRE “BEEBM" ‘E5R
7 “GXER" 3 SRR, FIREIRE
B, BWTEAIFNESTR, KRERPNE
AR, FBRENBGEREX

FBFHPEX D
X—BEHRE NE HE B B

R OB “fERT CRas” EEC 8
chapter X2 EB FHENXFZEE. 84
chapter #ELRS 4 B FERE, KRRE
‘BREW ‘OXWL” EsHEK% ‘s
HRE" 4 KSEIRR. KEEFHE, @8
KORREROR, BROEIC, hrEx
A0, BIFEEERE FHMENBERIT.

| BERRETATE, GOENR. 0. TESBRANLH, KYR. NEEE
T S ——
. EETEARE. SENCBLTAE, SRR EASL.

BS | 2w, O +2 N, 5L
| BATEOET. BESSH IR0 R REeER.

[2. 7t £z
() mamrm

EEREEER, T MBIOWN L ES
OEES

(2) mamma
XEEPNAE, FAOABTRVCLAE. BDEZH, DAY, DSCTATRER -8,




Chapter 1 {kEBRTEIRNFBERIEH

Chapter 2 &5 HERSSREDAIEH
Chapter 3 REZEH
Chapter 4 EHBERIRAEN




kERRT IR SRR A

STt

AR KEBEEEIRF (NSENTIERBFEERE ) FMib——51%¢, TLIAM
HEMEMERREN A TIERR, HEBEHESHE N RERIZFRFAIKERE HETFi
HAMBERVER , ERTIHEESEXEZNAKIAE,

) BOEAEERY, TASHRREASORSKS, B, SEEXTE
LWHIEIDITA . NEBEEHRRTERFIRSKIRE, FARESERXMERD.

RERRYEIINAFBERIEMH T, RFFORBFILRIRENTWERLR, LABTRRER
SHE. REETUEEXEWENR, BEERUTIFERNATTHMER, ©AFe
BEULWEEEIZA, BBA, RKRAEFZRIFFRETRNOEE, MERARKATNESR
&r,

KBRS 0EAS, TUBRFREROTIERR, MAUS, F, it
ST 15% . $FFET 28 REF, XEHTUSTR, T, $RIEFATH
58, FELBEESNY, BERWRREESITSEH . SN ETRBOLE
AT

WKERRTEINFBERIES, SRER. BREFEN, FEERHZRAIKIRE,
ERXMEDAAEZHE




& e s

Mia Cohen
000, Wenijin Road, Beijing
(010) 0000-0000 mia@mail.com

6)) JOB OBJECTIVE

Administrative support position with project management responsibilities

TREBERU AL, EERABLSEER v E, ILRGSEHIHA—BETA. A3+ with

project management responsibilities 2/MALHABEEETEE, RERE, SH0ES.

¥ QUALIFICATIONS

- Seven years of experience of administrative assistance and project management
* Able to perform my duties efficiently without supervision

* Highly skilled at MS Word, Excel and PowerPoint

* Speedy transcription

! ROWMENZELERE, FTEHEX, BALEDEHR, REALMEECHENRTS
X5 M, DRBINE, BERAEREE, FEEK, BE2BEE (+ REEE) 518, F

ERLE .

=) PROFESSIONAL EXPERIENCE

Contractual Secretarial Positions, Beijing (2016-2017)

'==) Clients included

GOLD SYSTEMS INC, Beijing SUNSHINE SERVICES, Shanghai GREEN GLOBAL, Tianjin
« Edit or proofread files and financial reports

» Type out documents according to handwritten notes or dictation

* Keep a record of shipping orders and invoices

« Schedule meetings and business travels

8



E MEHRSEM, EX—F2ZH, XCSKREZZE 3 RTENATHMER, Fid, X3 HITIFM
| FHRBIRRBIILR, MELAMAIRNLBHE . REEER, WHIRETRNATMERFII T,

BA, MARIEAINS, tRNEWRMEIHHE. LKA TIEHA

Secretary, SUNRAY WORKS, Beijing (2012-2016)

« Communicate with company employees at each level, contractors and realtors
+ Provide secretarial support for eight employees in an office

+ Compile and file away highly confidential files

« Transcribe recorded materials and word-process detailed documents

T U A
E fEX 4 FEatias, KEHEPIRVENS, hifiFRIIIETEATRTLEMNESER, BA

i HENSHRE, WX M BHARERBIRS 5. EFEE—%, 2EH 8 AIRMEWBRSS, B

5 EI, EARENTIFRENIIRSI TIEREE.

Q Rt
file away®> “J3£4" , #825Fhave / open / keep a file on.

Receptionist, GREEN LIGHT DENTAL CLINIC, Beijing (2010-2012)
- Perform reception duties for the clinic

+ Record detailed information of patients and dates of appointments

+ Type out documents and letters

[~ EDUCATION

Computer courses at Shanghai University and Tianjin University

RAERARCHEESINSNAZHE, MUEEBRECEEMENANFINTWSEIR, A
LREEMAFHENRIERAE, LULRPBTEREHE . kst

pm e ————



