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I have conducted many interviews — looking for suitable
talent; and I have also been interviewed many times - looking
for a job. 1 have interviewed hundreds of candidates, and
looked for jobs dozens of times. You could call me a veteran
in this field.

REKLEZTAREER, KEMBEREERIA  BERS, 758]‘
Rk, R, EXANTERTUSERAELKT .

As more and more foreign companies and joint ventures
start their businesses in China, interviews in these companies
are happening at an accelerating rate. These companies usu-
ally have a better working environment, higher pay, and a
more democratic atmosphere, attracting young talent in China.
However, each time I see a candidate walking into an inter-
view in jeans and sneakers, I feel sorry for him as his ap-
pearance may well cost him the opportunity to obtain a job.
Not many people in China have realized the importance of
professionalism in their appearance and behavior. The imper-
fection exists in all aspects of job-hunting such as Résumés,
cover letters, interviews, etc.
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This book is aimed at helping job hunters get the job of
their dreams. It starts by advising how to write a Résumé
and a cover letter, with examples of various excellent
Résumés and corrected bad ones. The book then follows up
with skills needed when being interviewed, and interview case
analyses. Later, the book helps you with the skills to land
Jjobs successfully. I sincerely believe that the book will help
you greatly in your career.

BRAELHEHMEFRREESRE, 2HNKEFERERFH
HORBME T4, 5B & FOL 5 a1 BT B SR RS 1 3 0 9 7, 8 F 3k
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REEXA BRI RE KW,

Finally, I would like to express my gratitude to Brian
Zhao and Amy Zhao, for reviewing the English grammar of
this book.
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I n this Chapter, we will help you write a resume that
brings you better job opportunities. This is the very
first step of your career. Before you write your resume, you
need to ask yourself many questions. Are you ready for
job-hunting? Do you know what kind of profession you want?
Do you have the skills for the line of work you are looking
for? Do you just feel that you may like some kind of occu-
pation, or you really know what you want to do? What are
the goals of your career? What do you ultimately enjoy do-
ing? All these questions need to be answered by you In
your resume, you need to show your education, experience,
skills, and achievements.

EX—8, RISHEWRE T AGETF TENSHED,
XRFREFLRE L. BRHZE,RERECRERE, RESLT
RITETHE? FAEE B EN TES? FEEELAE TR
BERMTERTRHREE? RETREREACTHRIERTELE
T, &REETHECEMBMHA? REL EMERREMT 2T HRERE
R TERERT 247 XEFETEREENEE, EROEH
B fRERFTACHEN . TELE SEUR UL SRR,

Should one start job hunting when he is 100% prepared
and qualified? The answer is “Not always.” You may never
be 100% prepared, but you still need a job. Is the person
who got the job 100% qualified? Not always. You are the
judge of when you are prepared. We will help you with
good advice.

RARESHTHEZA LR IER? BEREFEEXH",
AARBIFKERASBAZAEST BTAECRERK, KT
ITHEHARBSZAASRITTHERTRNFRAREG? FXERE
Rk, FTUMRECREBRGEST T, RINSHIR— TR
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s Topic h Key Elements for a Résumé
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A resume comprises the following elements: name, con-
tact information, objective, executive summary, work experi-
ence, education, key skills, awards, publications, patents, and
other related topics such as personal hobbies, citizenship, etc.

WA EEHD T TRAR - #2 KEZFX AR BE . IEZ
B #EDT CREEE AR R ELE TR A A XK 5 R, i a0
TAZFMEEEE,

Your name is the first item on your resume. Some may
think that a name is a name, what kind of thoughts do I need
to put into my name? However, it depends on where you are
looking for a job. If you have a Chinese name that an Ameri-
can can not pronounce, and you are looking for a job in the
US.A, or in a wholly or partly American-owned company in
China with a boss who does not speak Chinese, do you think
he is going to hire you? Probably not. What do you need to
do? What can you do? You may want to get an American
name and put it into parenthesis like Yuqing (Chris) Li
“Yuqing” is the first name, “Chris” is the English name, and
“Li” is the last name. Is this enough? Maybe not. By this
name, “Chris”, no one can tell if you are a male or a female.
“Chris” can be “Christopher” (a male) or “Christina” (a fe-
male). If you would like the person looking at your resume to
know your gender, you have to specify it.

HARKEDL ERFE—DNE. BEATRAIEZARES,
REEE T LR AR R, XBETRIEEDILIR
T, MRHFEAE-ITREARSKENP AT, MFREEXERT
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¥ R E— P ERASEIGEN, AP ENERMEREGEMAF
BRI, RN ARG TiAS . RFEEAMFEERA 4
B? IRATRERER - N EELFHECHATBESHE L, & Yuqing
(Chris) Li,“Yuqing” 24 ,“Chris” B33 4 , “Li" & . XEHES
TH? hiF A, N “Chris” X 8F G ABBAKHIEER M
% R4 8y, “Chris” 8] LA & “Christopher” (8 ) #8# “Christina”
(Z)o MBRRABLLE BIREDTAAFEUR MR, IR M X8 B F 2
(FH%4E“Chris”),

The next element is contact information. You want the
interviewer to be able to reach you. Cell phone is the best
way for this purpose. But you need to keep your cell phone
on and with you at all times. When you are out of the town
and you want to receive each phone call, you should make
sure your phone works out of town, and enough money has
been deposited into the phone card.  The recording function
of fixed phones is widely used in western countries like the
US.A. But, in China, cell phones are so popular that not
many people have fixed phones. An American was kidding
that even a garbage man in China has a cell phone.  There-
fore, there is less need to have a recording function. But
maybe you want to get the “Little Secretary” service when
using cell phone, in order to know who called when you were
on the phone, or when the phone was off for some reason.
So make sure that you list your cell phone number on your
resume. Also list your home phone, but do not list your of-
fice phone, as it is not convenient or private to talk to a po-
tential employer in the office.

T REEEKANFX, AR BILERA BRI, FILE
BN BREN R BRRFE—-EFETFVIHRIEITI BRI,
WERE DB E RN ZR RN FIES M LUER A RHE
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The second best way for someone to contact you is your
e-mail. E-mail is now very popular in our life. Some e-mail
boxes can be accessed anywhere as long as you have Internet
access. It is convenient to communicate with a potential em-
ployer or a headhunter through e-mails.

BRARME-NBEFXREFIRE., B FERAERIINERED
EHFIT. H—LBFEHRERE LN, REEEMBITEH. &
ot o FHB 5 YR R R s — R SRR T

You also need to list your home address as contact in-
formation. Some companies provide travel arrangement for
interviews etc. They may send you air tickets to your home.
They may also send you some forms to be filled out before
or after an interview.

RN ZE RO REEILERREFER . —EARNE AR
HERTEHEES ., ENITRSHRF VIR, B R aTsE S 1R
HF-HTEHENERE,

The third element of a resume is the objective. What
kind of positions are you looking for? A good statement of
your objective can help the potential employers to identify
your interests and quickly match your interests to their needs.
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For example, if you are looking for the position of a Me-
chanical Design Engineer, say it on your resume. The Human
Resources Department of the company will send your resume
to the Head of Product Engineering for review. If you do not
have it on your resume, the HR personnel will have to spend
more time to study your resume to figure out which Depart-
ment they should send your resume to. If this HR person
gets bored, your resume will end up in the garbage can.
ISR = TCR R B o ARTE FHRAT 2 BER B3 607 47 1) H AR BR
RAY UARE Bk R R 2R G IRI DGR, JF 0 B MR AR B %R 5 g
WIFESRAHDLEL )40, WRARIELE I R — MU B TR IW 8 4L, 3t
FERBIE BT EInLAGEE , AR A ER SRR LA 5
TEBMFSHEE, GREEEERIFEHA, AR EBRA DK
NEREZ N RIS FRE DT, PR R B IR 8 T K %
BRAERI T HNSRIXAN AR T , B3R A RBRE R AR A R I A 3 7 o

An executive summary helps the potential employer get a
quick feel of your profile. In the executive summary, you can
state your most striking features. For example, if you are an
athlete, “Olympic Gold Medal Receiver” would be impressive.
If you are an Industrial Designer, “Designer of BMW E-Series”
will also catch people’s eyes. In the executive summary, you
should briefly describe yourself by explaining your talents,
knowledge, experience, skills and achievements. Examples
will be given later in this chapter.

TRE T LU B R ok B8 EARE T IREBESL . TE IR TT LATE
B R B E AR BN, R RE— MBI R, “BARIE L R
E RSB ANETHRABR  MRFE - ER I, “ES E R
MRS BB T " RS A M B e B b R R R i
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Work experience is the most important part of a resume
for experienced people. Experience is gained through many
years of failure and success. I once saw a famous quote that
said: “We can learn from our failures, but it is better to learn
from our successes.” Whether it is a failure or a success, it
all took a great amount of effort and money. Experience is
built with time and money, two very important factors in life.
Companies pay attention to experience because they can
avoid failures in the future with experienced people. When I
was doing my experiments for my Ph.D. thesis, 1 quickly
learnt that if you wanted to be good at something, it would
take you at least two trials.

THREHMNELEBHAREREHFHREENRT. 2RE2
W B K BRI T RBH REBEL AT “RATA LUK K
HRELE BEFENEINPREBER.” FERKYEEMI, #
SUBRKBNESENNE S, 2RERENEMSRHERN, MXWELR
EPREENEE. ARXELE, RAEMEIHELKEHATLL
BRRKRMRY, BREBRUE LR, RV HMIEST
TR REE MR E IR EDEMPK

In terms of the order of your work experience, list your
most recent job first. People would most like to know what
you are doing recently. They care less about what you did
ten or twenty years ago. In the work experience, use bullets
to list the important experience and accomplishment. Use
words related to success, such as “Accomplished”, “Estab-
lished”, “Saved”, “Generated”, “Developed”, “Increased”, etc.
Use numbers, data, and facts to show the credibility, rather
than empty statements. Good and bad examples will be
shown in the later topics.



w;mf:#

FEFIERE TSR, SERBOE M TEREREH. AMIREH
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The next important element is education. It makes a big
difference if you graduated from MIT, compared to a univer-
sity nobody knows. Graduate education like Ph.D. and Master
also make people believe that you are talented. But not
many jobs need a Ph.D. The starting salary in the USA is
about the same for a B.S. or M.S. graduate. But for Ph.D,,
the company needs to pay much more on salary. Currently,
an engineering college graduate with B.S. or M.S. may get a
starting salary of $40,000 to $60,000 annually depending on the
locations. A Ph.D. graduate will get $60,000 to $80,000. An
MBA from a top university can earn over $100,000, while the
same MBA from an ordinary university can only make $40,000~
$60,000. Education does make a difference.

T1TEENTERFH. 5 1TBEEMAREBERNKEHL,
MRAGMEEREET 2REVRILBEE T . HAELMELEA
WEEAMIMGEHRREEA BN, EARERSIETER L, X
H, ¥t L VENEHFREEAZN, BRXM FEL¥A,Ad
REEMNRBZHRF K. HIT, ¥R E MR TRELELER
35 T /e S AR AT fE18 214548 40,000 3] 60,000 £ THES , M+%
37 B b A= W 5T 478 3 60,000 B 80,000 XM, NEMKEE
Ak 85 MBA o] LL$5 2 4F $ 100,000 5oLl B, M EEKFEEIK
MBA R fE# 2] 40,000 3] 60,000 H7T, ¥HHLBREE,

I am not*sum if you have noticed that in Europe, the top



