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Directions: You are going to read a text about the tips on résumé writing , followed by a
list of examples. Choose the best example from the list A—F Jor each numbered subheading
(41—45). There is one extra example which you do not need to use. Mark your answers on
ANSWER SHEET 1. (10 points)
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The main purpose of a résumé is to convince an employer to grant you an interview. There
are two kinds. One is the familiar “tombstone” that lists where you went to school and where
you’ve worked in chronological order. The other is what I call the “functional” résumé—
descriptive, fun to read, unique to you and much more likely to land you an interview.

It’s handy to have a “tombstone” for certain occasions. But prospective employers throw
away most of those unrequested “tombstone” lists, preferring to interview the quick rather than
the dead.

What follows are tips on writing a functional résumé that will get read—a résumé that
makes you come alive and look interesting to employers.

41. Put yourself first.

In order to write a résumé others will read with enthusiasm, you have to feel important
about yourself.

42. Sell what you can do, not who you are.

Practice translating your personality traits, character, accomplishments and achievements
into skill areas. There are at least five thousand skill areas in the world of work. Toot your own
horn!

Many people clutch when asked to think about their abilities. Some think they have none at
all! But everyone does, and one of yours may just be the ticket an employer would be glad to
punch—if only you show it.

43. Be specific, be concrete, and be brief!

Remember that “brevity is the best policy. ”
44. Turn bad news into good:

Everybody has had disappointments in work. If you have to mention yours, look for the
positive side.

45. Never apologize

If you’re returning to the work force after fifteen years as a parent, simply write a short
paragraph( summary of background) in place of a chronology of experience. Don’t apologize
for working at being a mother; it’s the hardest job of all. If you have no special training or
higher education, just don’t mention education.

The secret is to think about the self before you start writing about yourself. Take four or
five hours off, not necessarily consecutive, and simply write down every accomplishment in
your life, on or off the job, that made you feel effective. Don’t worry at first about what it all
means. Study the list and try to spot patterns. As you study your list, you will come closer to
the meaning; identifyihg your marketable skills. Once you discover patterns, give names to
your cluster of accomplishments ( leadership skills, budget management skills, child
development skills etc. ). Try to list at least three accomplishments under the same skills
heading. Now start writing your résumé as if you mattered. It may take four drafts or more,
and several weeks, before you’re ready to show it to a stranger ( friends are usually too kind) for

a reaction. When you’re satisfied, send it to a printer; a printed résumé is far superior to
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photocopies. It shows an employer that you regard job hunting as serious work, worth doing

right.
Isn’ t that the kind of person you’d want working for you?

[A] A woman who lost her job as a teacher’s aide due to a cutback in government funding
wrote; “Principal of elementary school cited me as the only teacher’s aide she would
rehire if government funds became available. ”

[B] One résumé I received included the following: “invited by my superior to straighten out
our organization’s accounts receivable. Set up orderly repayment schedule, reconciled
accounts weekly, and improved cash flow 100 per cent. Rewarded with raise and

»

promotion. ” Notice how this woman focuses on results, specifies how she has
accomplished them, and mentions her reward—all in 34 words.

[C] For example, if you have a flair for saving, managing and investing money, you have
money management skills.

[D] An acquaintance complained of being biased when losing an opportunity due to the
statement “Ready to learn though not so well educated”.

[E] One of my former colleagues, for example, wrote three résumés in three different styles in
order to find out which was more preferred. The result is, of course, the one that
highlights skills and education background.

[F] A woman once told me about a cash flow crisis her employer had faced. She’d agreed to
work without pay for three morths until business improved. Her reward was her back pay
plus a 20 percent bonus. I asked why that marvelous story wasn’t in her résumé. She
answered, “It wasn’t important. ” What she was really saying of course was “I’'m not

important. ”

S

XREXERMTEFPAGHRE T HCREE, XEARB/NMIESH T Bk
B ESRBARMMB NG T 8%, RIMTEERE, THRE, EEECPRIANGER
BEAE functional” | %R ERE R A B HA MER ., EXES MEHEAH T AENBEE.
B RBEA /DR RG], AR, A N AR, B E P R/MEE R —
TR TR R BB B /MR — IR, B A L MR T RS i T
7, RS K, B RN SRR — 7. BT LA A 7SR, REETR ok Sk b B T /s
R RRER . RIXGS A IS o

41. [ER] [F]

(###r]  “Put yourself first” FHEER“EHTHERMB . HAKER? TEHNATF
AT TR . EARLE A T R AFER S, IR A R E R E RS A
CRMAY ., B RESE— B UL BIX — IR IRIF iR R R, VR
GBI, AT BEM IR A B, AT RE AR B FA BE . [ FIOURt MR 8 T
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[C]

“Sell what you can do, not who you are” BEiBFE T AR, FTHEHXFE
#H—BURH TEELSHE S M ER R BN AR, HA LA ED
5000 FpichE. (RBR: REEERL—F B S HA KRR UamMHlF+ R
BlCImEMsd): flin, nREAEHY BT EBERUMM K, BRARBEHE
WIBE S o

[B]

“Be specific, be concrete, and be brief ! ” BENEI BB TiX— &2 [ BT
— MR F R T X — &, — LU T 34 MAIEE SHAA T .
[A] \

“Turn bad news into good” (R IRNHEEMIFHE) . XAREEILALEEA,
THFERE: “BPAELAETFEERRUAZNH, ., MRERIZLE,
BN EEHWAEEER " ST AR N ERMAT. — N &B#
R ABURABA S TRFR T . XUFPRIEE , BREX A & ik
HATH-ME,“RKET, WRBUFNESBHIE, e — P BEAR
B FRITHFREAR.

[D]

“Never apologize” (R EH#K) . THAXFREMHE T EGKEEKER,
BMABEEL BAELENACKELER, RERAELREESAD
HIRDE R, M AR ARHTERMA T . [ D] — N R E B F U T
X— g EE B — LA & AR ER BT B T, B AR B T “ i
¥, BHEREARAR,

BB HE

§1. RIS/

EBRAFFERA B RKEY N 500 ~600 A XED , FREWEAINFCHITEL, =
REERGE CEANFMGEE IR (T ~8 M) BEFHF, b 2 ~3 MRELEXE PR
MEBEESAH ., XMERE A FRIZESNBEFNBERIB TN S0 KE, H B BB
BERERS BECMNZEAMNBEINE,

§2. FEBRIDHT

— MR, — B R AT HES B — MR AT AR Y

(1) ATLMRHEEY, R E#

(2) FTLMKILRT (8] & A U , e S T S Mo bAoA

(3) ATLMKH = RIBALE IR ASAR;

(4) ATUARIREER =, &S0 2T % —iE e

(5) ATLARAAM T, HiE AT RIBRR , T8 8 — e,

S
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BB R, X, EXEESTHNER T, ST LR E 58 B 26 H 5y B A8 Bk
g% , AT B R A B 2% B v (R B o

BEA Y NAERNEZHT R T A LRGSR 2R SRR R RS, '
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HFEER IEREAR, £HOMERTAZHETHNEBE, RN —RIBIER A 2
SR B LEA AL DS, BB PR E 8 EE —BR AU T LA I5 i —
UL RIIZEISIE SRR . XL TR FIZGIHE 8 L3 B R3E
IO R AL A SITLE N

X B E AP — T A RSO GESUCC 185 3C U SCRIBGE SC0) BB A HAE , LA 5 AR
Y s RSO EAT CES IR AR

(1) iEBS—F W BURE FOF & B8, W R BT B E R FHZEE R
A — e MR R E . SUT AT B S M B R A KRR .

(2) #WEX—WECGRAKR AR, AR U5 flss | R 50 AR 38 A LR
BERZ . NS 8 it BT 1 B BT B S R AR SRR AT 5 b S S R
B2 WFRIT, i mF i 2T A EASEMGEL B FEITHE T L,
KRB ARIIEM - ELR, ERITREBRER, RYREEREE=ATERS: ¥
BRI,

(3) WHASC— B SCEA F Yy iy R R A PTREAY /5 SR ULHASCHAT SO H B
TEIREE: 2B T AR | ORI L P LA R R RS HT4E , URBA SO AR R R
SIE# I SCE LR R, SRBRITXEZUTI TR R ArEHsinnRXERE
B, B CE R A, SRS

(4) WEE—BUECR AN R B BN —MEEER, HEL B R URRIT A
FERZRAWA . BULTCEMZEMISIERE WA AWBEEDATE, AR KRS Z
IR, AR S 4o HATSCRN S 32 0 5 R4 A 4R IS iR i A 18
HEhE,

§3. FARIS

(1) NBHBHEHE BFERXEL, NERDKBRERCERHEILERE,EN K
WHBSE, IR B KR, Bk —RERSA £, X F A0 E X E
HHAEBREHEE, iU, —EEEAARCMBREN S B, BERAHBM T8,
W% E OB, XRIEFEER,

(2) {FHIMREE BT, FFEREZ B R R, WX E N HN S
BEXR RERICEEX -, X BEHTHET Sl 71 T T RIF A R E A8
RARIF 720, QR A T WP 2 BT e T 5 B AN IR IS E A, SnBE BB E | B SR 4047
X LG LB R T s SR AN R UL T =X, e ik BIRE: FIRES R, BIFM TRk
TXEMATCEMMRER, R R EEE - R EERA T, KBEEM A F—RA T

BEIE . 40: “on the other hand” , “first of all”, “next”, “in conclusion”, “in addition” ,

“moreover”, “on the contrary”, “at the same time”, “for example”, “as a consequence” %

B ERR T XEABREZANEBELR, A FHEMEDL EHOHS ., B4E—FmE
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S P EEB NIRRT EE R R R X AR S T R B R
B,

(3) DN ERMEE ARG, FRAASEREFEFBSLE BEHTRETER., X4
HBFHBHEHE, 2 XN FELHARE , EP I TETF AUV BEC LW ENBRE, £ R
HAT REAR BB R E R BT , MK EBERBRIE . RIERTPH L RAEHE & BRIUTE,
PR a5 Sk R % IR B HE AT O IBUF PR B SO R 2 2 U KR R E B R E R T BREZ
HEEABETHAR.

§4. REIHT |

Directions; The following paragraphs are given in a wrong order. For Questions 41—45 ,
you are required to reorganize these paragraphs into a coherent article by choosing from the list
A—G to fill in each numbered box. The first and the last paragraphs have been placed for you
in Boxes. Mark your answers on ANSWER SHEET 1. (10 points)

[A] “I just don’t know how to motivate them to do a better job. We’re in a budget crunch
and I have absolutely no financial rewards at my disposal. In fact, we’ll probably have to
lay some people off in the near future. It’s hard for me to make the job interesting and
challenging because it isn’t—it’s boring, routine paperwork, and there isn’ t much you
can do about it.

[B] “Finally, I can’t say to them that their promotions will hinge on the excellence of their
paperwork. First of all, they know it’s not true. If their performance is adequate, most are
more likely to get promoted just by staying on the force for a certain number of years than
for some specific outstanding act. Second, they were trained to do the job they do out in
the streets, not to fill out forms. All through their career it is the arrests and interventions
that get noticed.

[C] “I've got a real problem with my officers. They come on the force as young,
inexperienced men, and we send them out on the street, either in cars or on a beat. They
seem to like the contact they have with the public, the action involved in crime
prevention, and the apprehension of criminals. They also like helping people out at fires,
accidents, and other emergencies.

[D] “Some people have suggested a number of things like using conviction records as a
performance criterion. However, we know that’s not fair—too many other things are
involved. Bad paperwork increases the chance that you lose in court, but good paperwork
doesn’ t necessarily mean you’ 1l win. We tried setting up team competitions based on the
excellence of the reports, but the guys caught on to that pretty quickly. No one was
getting any type of reward for winning the competition, and they figured why should they
labor when there was no payoff.

[E] “The problem occurs when they get back to the station. They hate to do the paperwork,
and because they dislike it, the job is frequently put off or done inadequately. This lack of
attention hurts us later on when we get to court. We need clear, factual reports. They
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must be highly detailed and unambiguous. As soon as one part of a report is shown to be
inadequate or incorrect, the rest of the report is suspect. Poor reporting probably causes us
to lose more cases than any other factor.

[F] “So I just don’t know what to do. I’ve been groping in the dark in a number of years.
And I hope that this seminar will shed some light on this problem of mine and help me out
in my future work. ” ‘

[G] A large metropolitan city government was putting on a number of seminars for
administrators, managers and/or executives of various departments throughout the city. At
one of these sessions the topic to be discussed was motivation—how we can get public
servants motivated to do a good job. The difficulty of a police captain became the focus of

the discussion.
Order: [G]41. 42, 43.  44. 45. [F]

S

BERUWAE: — D REBTHTBUTEIFSMITERARINY S, A— Bt &ihes
R AT BRI 2 55 GO A . TEThS “fi%ﬁﬁ@“%ﬁ@)ﬁ?lﬁ CHIRESA. BRT
TS, R LBIE A 515, RARFEAGHME, BERULE: TR ME T ELF.
ZHERR— BB PR RAEXRI 4 BRI KM R 8 , BE A 3R XT K ok
B THE"RUIE, XBRF MBS, S8 BROAR, RITTLHE, 5 S EMiEEE
BB KRS , TR SCE PR £ R I A (R

41. [E%] [C]
(#dr] [AIZI[E]R, BB LS WRAEYR? XMEERW—BILIHEMiEE
FIAR, XBEUFEEGRNE —AE, kR CIBRE—iEERT Y
Mo g5 GBI’ ve got a real problem with my officers” | i H 5 & B B )5 —4)
BB, TR LAAIE S 41 iz spRZIE[ C,
42. [%&R] [E]
(#fr] [CIRME GG, ERIFHEMMBIAR ., X—BRHUHNERIEH, &
KA — A R B BIUT, F—B ISR B I, 1R W B h et
R BRI A BB, A AR T B 3R, AT LR R T —Bri%k[E) %
HEERAR.
43. [EHE] [A]
[Mt] A EMREEKIBIAMEE”  BERE O 288 TEK B MEEE
“They hate to do the paperwork. ” (#ifi IR EIRKE A3 ) I A, IFH#H1TiE 4
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