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Scanning of Writing English Resumes
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1. 558 M 2F5 %

A. {13 ® 1 (Concepts of Resume)

FRBEH MREXTFMANEF.SH . BHEHH
A,

HERNMABREEMN G . THERMAEENS
ER,XBMAEFEN YR, B, EXAMN—EE
FIEH.

8y B, £ & R XK P, UL AT — M FF Personal
History, 8f Data Sheet, Bl 7E {5 /| Resume (Resume
B BRIE, EEIBETEE Resumé), MAEXERKEIE P,
A WA Curriculum Vitae R FER . A, RERH—
WHEERAFMHERR, B %E, Resume & X758
H.

BORBMAETE, N TR EEML, TR
REEREM. WEERAEAKE, WA Resume, &
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BE AKX RKE, WA Curriculum Vitae (55 X
CV.),
B. ¥ A 3 (Basic Factors)

—~BmE . AHRMAEBENRELE, EHRERR
MANEENF HEE LSRN ENREE, %
SR T, IREDEF X R IRE IR R B ER B E KN
HE,.XH.BHRNRERUG LA SRR ETER
ERNMANBEBRTENRMBIE.

FRAEAER, 8P % #¥F (Education), LEE
i (Work Experience) fi A % ¥} (Personal Data),3X
B R AE T — B R ERBLAE R AR L R AT B H .

BriE H {3 B, 5 5K B H 37 (Career Objective),
B £ £ &/t (Personal History) , %#% (Interests) . ¥ 2k
1% B8 (Special Skills) . #8 i (Photograph) 1 T_ & 53¢ 4
(Samples of Work)%&,

EFXEERFTASHAR . BREMBEERENTES
BABENHERL WFR B2 . HFEE.TELH
%, LAERERE E A MBEXT I IE A — DR TR, B
DIXEERXELAT LM,

AT E , MR MR 5 O R E R R iE
W&, g, HEERRTELHEE BE BHRE
ARIERBEI A IR AR EEREERH LEHECH
RBPHG UERE—-BERAARZ . MWAHEBH. 4
AR EX R AEE A MR W AER, R4, MAEH 18
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Mt EMR, RZMTT A &, W2 BT RAX X &5 5 R R

WAL, HNETRFEINE/NMTE. HRESH

BB . FIUBRERRE REERER AT RERI.

C. RERFEAERI“{R S B ¥ ” (Your Job Search“Sales
Literature”)

ERRES . BFRSHOME, LR E AN
ARG BB, B RATE AW 4E 37 89 B89
R, WA EIGREFOEEE, TERMNETEES
EHERBEANAG MEHEHH, WERMNAS.
HEHHEN, ERREFRIEHENRLILL.

Bk, LPREANHERBEA -, R0 Sm
HECHEHMNER BN —HEEREHER,
IR EMNEE —RBFE— BB EZRI. X
MR RER .

W EREPEREMNABHREROEE, &
o) s . T 20 SR HRUBE AR B » B SE B b B R AE F A S
Ao EBREMIEE AL, [ ER AN RBEIEE
IR TNV i - BUEE Y S O
B A A VR “ SR VB R LRI B D E

“LREVERL X — 884, B T SR BARLAE 57 6 AR
R 3 » 7 [ 10 BRI A B 4 et i SR R TR S
HHAERER, RELKXWELT 5, B 4355 Y85
M. —BABRAIENEL. ANBE. AEREEH
S E A, BEBA M4, —— 0 &R 5 HES)
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HRBMET . H, MRRBENHER, IHEEL
FERINR EH—FEER B R FERLE A R IRAL A R4
R TEGARRABBRSHAZHF R, XE TR
B SRR REEREARNOER MR U RE—
B R B, 22 BEAE X R R 89 TAE IR 4 X 1]
RS EE T REFRET IR FK, BERREHN
BERT . GFRSEXGRHERT —MRIPR.Z
EFAHAN, YA KRERABIIERENER, HER
BREEMAT . Hik, 85 RN AR5, —
TE B X 4, B PR OB R AE M AR ESR RS2 T
HEAE , TR 4, X8, 4 BB 6 & 7 K IE RN 7
REARAE B “ P2 HTHRL”

R, B RS — AR LR BIIERE
BHERTAERAE  BREBHRFEE". HLEAA
29 BRAR SR AR E F B 1R T B b 3, BERBEC W
RFRUAEK TEABRDBERTFHRECHORE.
KB, B HC RRAE IXE LU A T A 5 7 e B
A, ZHNMERERSRBMN. BARERENE
EWNFL, BERFENGE FRNBLFET R
R R B AE 95K BREE » i 3 75 Jik B 78] 3 o 2 B0 o ke B 7
B BAOZRMEKRA.

FREA, RATR X 248, — R EER T2 %R 78
153, RE B BEA B B B 4t X 4, O SR I F IR
Rk .
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2 3R A B T
A. XE&EWH,BEUFE (Resume Types)

PR, HFRE - EEREHBR, AHE
FSREANAE AR PG, AR AEER LB R  BAEH B 5H1F
HERNARE, B AR AT RE W R N i B4 — %
XKRRE, M ABRERKAE L RBEMELRE. TH,
BRITRAE KRN B —TFTRXFIEL.

MBI 1 A, RAIRT LUE B — 0 BB T 3K BR R AE 4 15
BARAEGERERE, TERMAMEPFAOBDH M|
BAE#E—B 017,

OWEREYNER SN L. L& Ek. bR
W OBESE. BMABRPHHE.

@I E R 5 B I AE B BRAE .

@ OBE%H  KPOWMIME H & 5 (Most
Recent) IR1GHY2E{L ﬁ%?k&%ﬁb‘?#&*ﬂ’%"&ﬁfﬁﬂﬁ
% . OFNE L LIRTIRB A2, Bl B 2R
ERTEHA .,

®WF HPrEm FEIRER .

UE=R“EH"PHNE.

@®WF| L2 & MHERKEEM LK, L RER
AT AT RS .

@HF AT IR AT WL B & R L b bt

nﬁﬁﬂﬂiﬁii’iﬁ@ﬁﬂﬂ&ﬁﬂﬂﬂ?@ﬂ@@ﬁ\ﬂﬁhﬁ%,
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Samplie 1

Job Objective:
Education:
19X X ~19X X
19X X ~19X X

Coursework;

Memberships:

Experience:
19X X ~present

19X X ~19X X

Skills ;

Interests .
References:

Frank R. Lee
221 East Dayton Street
Batesville, Oklahoma 74598
(817) 487—2389

Office Manager

B. S. degree, Business Administration, Aden
College, Batesville.

B. B. A degree, General Business, Gaines-
borough College, Gainesborough

Office Management

Business Communication

Data Processing

Personnel Management

Treasurer, Business Club, Member, Personal
Computing Association

Assistant Office Manager, Harold's Hard-
ware, Batesville. Handle all correspondence,
pay bills, deal with customers.

Courtesy Clerk, P&H Co. . Batesville. Assist
clerks and customers.

(Can) program in BASIC,
many business equipment.
Communicate easily with
coworkers.

Personal computers, baseball
Professor Marion Talbot School of Business
Arden College

Batesville, 74598

(917) 3678763

Edward Moore, Manager

Harold's Hardware

398 Raymond Street

Batesville, 74598

(917) 394 - 2387

(Can) operate

customers and
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@ 19X X ~19X X
@ 19X X ~19X X
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@ 19X X ~ B
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(917) 487—2389
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¥, Wl ATE FIE¥E, kMR

AL EFEE L, A, SRROHEER. &
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[ 1053

Hoigabm

ABEH

a5 B BURE, 2 8, T AH RS

MABEAGEH WP ERSE, WXRER. &
HRA RN K%, SBEITAH

FLIXER A, PRH 24, W k4R, HHHA
BE

fBH] BASIC i 5 4R, BB ESE WAL
B

5B ZE MRS

AL, R

LR - AR

R

BB 2£BE

RRMIR 74598

(917) 367—8763

ZW%k - WREH

RPHEAEE

BREET 398 9

M PeHEIR 74598

(917> 3942387
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i RAE HFEX T ERIRE ST . SRR 63 ) BT BE A4k
AR HERER, AERNANELER, HURES
AR, BB .

LTI AR i, 16 0 B TSR BRUSLAE A7 7 » LA X R
RER— RIS, HAGTI A WA ZH, NRER
EZHE KRB R KARA , BT,

AT H—BBEX— R, TERMNEES 2.5 35
TIF

Bl 2 RR BT OABAE BT ) kBB M5, 38
BTN AR RES. TERALCHES, B
XA REAEFE B2 i R K8, B A B9 BT T 4 B AR 1
BT E. FTLUXMINE R BRGRE T B E M
b1 OBt 2 7 5 AR R AL B ARARFR) , (R TS 5B
TR A L AR FH AL E SRS .



Sample 2

Objective;
Qualified By :

Experience
19X X~19X X

19X X ~19X X

Special Skills:

Education;
Ll~lonors .

References:

Georgia McVey
127 Klein Street
Oakland, CA 94765
(415) 783--2367

Accountant
B. S. in Business Administration/ Accounting
and 8 years’ accounting and financial

management experience .

Delta Airlines, Oakland Airport, Manager
Assistant. Processed pilots’ payroll; posted
and audited data, trained and supervised
payroll clerks; helped design program to
computerize payroll; maintained records and
completed period-end reports.

Bank of Alex Brown, Sacramento, General
Ledger Bookkeeper. Maintained accurate
general  accounts;  prepared  period-end
statements.

BASIC computer language, IFPS and SSPS
computer packages; bookkeeping machines

B. S., Business Administration/Accounting,
Hathaway College, Sacramento, CA G. P.
A. :3.8

Achievement Award, National Association of
Accountants

Dean's Honor Roll

Career Placement Center

Hathaway College

Sacramento, CA 94556

(918) R64-—3480
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19X X ~19X X

19X X ~19X X

WAL,
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¥ W
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FRT - BHE
TEH 127 B
P32, M 94765
(415) 7832367

pen

A ERRNSHEE L NENSIHEMSE
BER

BRI, B2, SR, HE
TTRTRR; S Wit HUFREYS A
B BB EEIR R NER; iDF
HHiEEERE.

BIETIHT - AYEAT, BER AT, SEiC
RA. BEERORK, EESETHR,

BASIC ##,IFPS f1 SSPS i+ 5y, #id
M

HE+ VRS S, TR R R
(136, oM, SR B 3.8 43

BREX, BR&iHHS,
FIARSBHRF2E LM

BOE A AL

PR B

BETLHi1 14, M, 94556 (916) 564 — 3489
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