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(1) He got ill last week.

[ ‘é“@

(2) He was ill last week.

(3) He fell ill last week.

(4) He became ill last week.

(5) He was in bad health last week.
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(1) It took him three weeks to write the article.

(2) He took three weeks to write the article.

(3) The article took him three weeks.
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(4) To write the article took him three weeks.

(5) It took three weeks for him to write the article.

(6) Writing the article took him three weeks.
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The man standing there is a policeman. — The man
who is standing there is a policeman.

What we should do next is unknown. — What to do
next is unknown.

We are thinking of how we can finish the work in time.
—We are thinking of how to finish the work in time.
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(1) After he had finished the exercises, he went out.

(2) After he finished the exercises, he went out.

(3) Having finished the exercises, he went out.

(4) Finishing the exercises, he went out.

(5) After finishing the exercises, he went out.

(6) The exercises being finished, he went out.

(7) The exercises finished, he went out.

(8) The exercises having been done, he went out.
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2P |, according to — M R opinion. 1M A& H 4% I &
N, BV according to someone FiE“H A E W (B HE)
T venee 7, W EH opinion, #753 FH in someone’s opinion,
AR — R, NIATER AR Smith BEMEIL, X
RIS 523 TR AT LA, According to Smith / In Smith'
s opinion, the scheme is unsound.

EZ/NG, P XA BT According to Mr.
Fu, we should extend the program. But according to us, ten
lectures are more than enough. CHR¥E 85 4= (1 2 WL, FRATT
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X BAEASEE A2 according to J& T A BE R me T us,
BRIRBIWERFEAD AW L7, REEH in my/ our opinion,
40 :In my opinion, this usage is just a piece of cake for you.

Right?
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/NG 75 N 1% & The Old Man and The Sea is a good no-
vel. SHERWAT L AHAS The Old Man and The Sea is a
good novel. JLA, FEVR B B HRAC BT B & R AME 2R
M AL A PR I RMA R OR

N EATRE LA T

Titanic Mona Lisa China Daily Paradise Lost

Hamlet the New York Post .
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NAME
Address
Phone Number ( )

Personal Data:

Age: Born: Sex:

Job or Career Objective
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Xy TAEHARITHEAR BT 247 XX TAERA A A Kic
mt

Education

AR B I 32 3 M BCE M AR i SRR AT . AR R
o B B 2 L L SR B Al AN AR B3 B 3X 43 MR AL B 52 3 B9
RN

College

Dates attended: From To

Major

Course

Awards or Honors
High School
Dates attended: From To

Other Education

Work Experience
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Job Title, Company

Dates employed

Specific duties and skills

Licenses and Certificates

WARARA 2 LR O IE S X JLIE ! "@%1’ =
2R R A AR TR IE , 23T TIE , 2O , 22 R
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Title of license

Issued by

Date of Issue

Volunteer Activities, Special Abilities, Personal Interests
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New Resume

PARAPROFESSIONAL CERTIFICATE IN ACCOUNTING

1,040 hours — Full Cycle Accounting (3. 0 average) in-
cluding:

Accounting I, 11
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G/L, A/P, A/R

Financial Statements

Depreciation, Debt & Equity Computer Applications

Quarterly Reports

Lotus, Excel, TurboTax

Word, WordPerfect Business Math

Bank Reconciliations

Percents / Discounts

10— Key by Touch

RECORDKEEPING &. OFFICE ADMINISTRATION

Processing of Past Due Notices

Worked under the direction of the Assistant Librarian,
processing daily past due notices, verifying grace periods,
preparing tracking cards and late notices.

Office Assistant

Served as assistant for college faculty and student body of
3,000, providing reception to support over 40 departments.

Front Office Reception

Handled 5 incoming lines with 40 extensions, transfer-
ring calls to Department Heads such as the Dean of Instruc-
tion and Program Managers Before Resume:

EDUCATION:

1997, A. A.S. in Accounting, Baylor Community College

RELATED TRAINING:

Accounting Courses

Computer Courses




Other Relations

WORK HISTORY :

1996, Clerk, Baylor Community College Library
1995, Office Assistant, Baylor Community College
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realize
growing beginning recognize
Now people il beginning |numbers are to | understand [that-+clause
increasing coming accept
be aware
ERRE

in growing numbers & i people & & . R £ 19 A ;
increasing #& increase [JE 25 1AJE 2, B AR 2 ORI 2 (1)

significant ASRJE“H KA, HE A7 E A, in significant
numbers “ K 1"”;

be aware that: aware /& “HIE W A7 EE, &M H
M94E B /& be aware that (4 4]
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1. Now people in growing numbers are coming to recog-
nize a simple but powerful truth: we need each other. And
we must care for one another.

DRk & 59 A FF 3R AR B — A4 i S m SR A ) iy H
PR EARTT B, FRATE L E AR,

R LURBENIEREWEE, 5 H2X, BREY, +4FH.
AU BE BT, We need each other and we must care for
one another REUHEBEIRE. FEHBEMNBERNVERIR—
KB B WDy B R BT AW B EH R,

2. Now people in increasing numbers are beginning to be
aware that many of the stresses of modern life have come to
be accepted because there seems no alternative.

AR R B2 9 N ER Bt T 80A B k48, R, B4R
A P AR Z2 T ) W B s AT TR T

MK X Falternative fRET BB IL BT C M F WK, RE
EEREMETE. BBREEHESRITB AR choice.

3. Now people in significant numbers are beginning to re-
alize that working mothers generally display greater enjoy-
ment of their activities and relationships with their children.

PAEAR 2 NIAR B b BE A RE ST — O b ] B9 355 20 0 4
15 HF L iS5G R R B B R AR R

/MNFR: Do you enjoy yoursel f when you are on line.#_E
PR R BB R BBIRRGNB? RATE R enjoy XER H B “BH¥,
WR”HEX, Enjoyment X BRI EZWKE”, L NKEFHK
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