o i o Gi¥
Guide to Job-hunting
English

Ed
- ®
&
#
a®
P S
L
T
[
#




AAAAAAARAAAAAAAAAAAAAAAAAAAA

@

 ARAFATEBESHRLS

kA 3EH

A Guide to Job-hunting English

%= % HhE

TRBHEFEARE R RR

2002 + &2

@AaﬁﬁaﬂﬂﬂﬂﬁﬂﬁﬂﬁﬂaﬂﬁaﬂA\Aﬁﬂﬁaﬁﬂﬁﬂﬂﬁﬁﬂﬂaaaﬂﬁﬂﬁﬂ
[ e T V4 74 74 74 78 78 78 78 78 T T T Ve T e e e Ve e e Ve g Vg Vg Vg Vg e e S T e e e e e e e e Y Ve

TrYhrrvrrrvrvrvr v rrrevrverervrvevveev ey



RiEHE k2
@ ERIT %= R

BBERSRE CIP) ¥

RERZEIE B =A Guide to Job-hunting English/ = H & %. -4 B
F E R F AR K R, (2002, 1 FED
(LAFRERESHAH)

ISBN 7-312-01245-0

I, 3Ree 1. Zeee B, B EE-EE N. H3

o [ B A B 1540 CIP 3 3B4% ¥ (2000) 8B 59156 5

+EAFH KK PR R EAT
(ZRE AT SR 96 5,230026)
b EAFRRK R
LEMEEELHE

F A .850 mm X 1092 mm/32 #Wk:6.5 F%.176 T
2000 1 AE 1R 20025 1 A¥3KHA

7 # ;10 001—15 00C A

ISBN 7-312-01245-0/H+188 &4 :10.00 ¢
(RO AN EAETAB Q&N £ERD)



i

1)

KRR, 2l HEWBERIH, FERAEMINRRE
BFRAA BB TERSL  REFENBNENLLER
BAFH G ERRBERBLFHRBMH, B 4%
EHAT. ARRBENEIR I TE  XEATFLAZ.BE
RPHHBERETH RERE RRPAEHURENK. &
TH-EEFRTRETRRBHAK . ERTHELRRAE K
THAFLE, SABFWHBME A, LTFTR(RRHAER
MIBRBEE.

RKEELTHA:

‘RBLEXA

FERRTARARBRRLENESERRRTRKBRES.
XRPE ARG BEPERN SR FERN . Fh Iy 2RE
BET, N BT RBERWHE FRAEERT, H#TLRE
KEANA R RS, ACRET 2T LRAORRAE
¥ MELRH,

cGHRATE

AENEHERBARER T RENEEMF HTT
AR ZENEZH TRTEXSFLEERREELSHZTE A
HRBPERNE AR E 0, A IR LA ERNEERETE
RWEE;EHERANHE EHATEFHNER RBEY
FERURREBHRTRBERANTERRT A4 T H L
PR, A BT ERRRE WAL, TEARABCK L HAT
Wt  RRAGTEERAR EX B TREBRRWEA,
HERREF a7,

R E



2 KB EESM

HFRBEFRF FERETHHR.EERFE WL
PR2B AR TARAEZ K. S FERR . AE TR ELH
EMWASEEMNAXERANEREANE LR L 2K,
£ -BOEREXRERNERK RALLGATERREAE
AE. W EXBEANBRFT AFRTEZTEBK.

A ES 30

AFRBETEEWNEG NEFH . RAFTRXEH,EF
A AETFEILEHA AERBREERINRE LR
SREME,

FERARL(RBEESAOREAERNEL R . EXHF W
MERERABY AHXSANEERBTAANS K.
EW, %4 EHF R H £ E KL % A ¥ Roderick Frost #
T EEFHAANIANEL ERQATHNET K 4.

= %

20004 9 4 28 H



B X

g._i *m;ﬁﬁ.s*mmﬁ...... seccsscssreccasenctisrsstenes
1.1.1 ,Q;g}ﬁ% T
.1.3 ?H'*:I'?ﬁ% tesesrsesiencssorennntessaisasiceses

1
1

1.2 RKBM% -
1

2.1 BMEEF ccreeenen
2.2 RERR o

i e SR R
NNNNNNNND—‘

2.1 FHHRTIEE -
2.2 MHEMNBYE - soe
2.2. &EﬁmeMﬁ&ﬁ
T dgfikS -

& o ) A
1% A7 H X
#HEKkEER
llﬁ'}ﬁ\ﬁ}:xﬂ
ﬁﬁ%ﬁ&%i
2.1 #253%u

)—-AH'—I.—IH.—A
o 2R S 2 BN ~ N U B SR ]

1
2
2
2
2.
2
2
2
2

%%ng sessecscescesernasasatesisancrsnns
L1.1 BEAL FRANE eeccececrcticesaiiaiiiictiiiieiinene
L1004 BRASHUAM ceverccniciiiiiiiiniiiiiiiiiiiaiiines

02.3 KRIRFMHE ceeverererecnns

*ﬁ%—:%ﬁ ececseecseesorssos et ssroteccasas

- H H
S YT U R R R R W W W N DD e

e s s &
Ww O W 00 o

et e e e
W W DN N



KB REF M

2.3

3.1

3. 2.

NNNNNNE\DI\DI\DI\DI\DNN

Wow W W w W W W W w

NNNWNMNNMNN[\JN

JL 3 BAAL
W &
¥ B
I
EI )

2R
A A A

W 00 ~N O Ut A~ W Y

LWE: S

ﬁ%ﬁ%
2.4 ¥ AEE

%Eﬁ -}ﬁmﬁ 0066600000080 000060 000000 000000000000000s000asriscss
REREEIThRE
3.2 xmrm%&

1
2
2
2
2
2
2.
2
2
2
2
2
2

I
N W

.1.4 ﬁﬁﬁ%kﬁﬁaﬁﬁ Crereranenaen e
R T R P R TT R T TR TTIYeS 64

.1 r 3k
2 I
(ER 2
#® o
E X
2 RALA
Z %

+ R A

10 FEBRA eeeveeserrececitiiiiiinitiisineenaeiae,
.31 BRBE AAR 13,%_&&
.3.2 WAAESER
.3.3 BHABEIMRA  corececrncniniin,
sesacs e 26

eeer 15
+ 15
- 16
- 18

cees 20
+ 21

+ 21

- 22

23

24

+ 24

25

+ 45

57

« 57

e4seesesscsstst ses sttt asa 57
L1.1 g],g,fgg/\m Hixg
1.2 BMABBARNA&
1.3 BEBBARMHKE

58

+ 58

58

+ 61

+ 62

64

* 65
+ 65
© 67
+ 67
ceer 67
© 68



B X

3.2.2.8 ™M 4

3.2.3

3. 2.
3. 2.
3. 2.

3.1 ma#A
3.2 FkA
3.3 H4H

3.3 RBEHH

3.4 SREBEH HM
%mi E iﬁ 690660000000 000 000000 000000000 ocnncs sasonsoss

4.1 TR oo
4.2 EREEE SN

4.

o~
S S S

RN S
KERELREE
BILH KA

PaIENF & 5 ST

el
e .
[ B Y S

2.1 =T -

.2.2 1*;}:;&& P srsssceessacsssesersennss
. 2.3 /ig#;')&,%.—g essesscsressarnesrraenssecanen
.2.4 /f-ﬁi‘%%—/ﬁﬁ seecacasrsenctsatntassnsannnie
Eﬁ)&é@ﬂ_‘,ﬁ( sestesseccsnciscnne

3.1 w#EEH -
3.2 P&&#

4.3 HEREH -
4.4 Eﬁﬁ%ﬂﬁ

EHEE KR
5.1 REBUZRHMNIEE -
5.2 RERRMHEE -

5.2.1
5.2.2

ﬁ?*ﬂ%%ﬁﬁﬁ&ﬁ
XMRAFE WA E -

1
2
2 seecessescercaserssnnernenas
2 D P K 71
2. &@ﬁﬁﬁﬁ.m.m.m.mmm"

2 Eﬁﬁ%%u sreeesaee

2.

2

2

2

3

2.

.2

sereccsrcssetsesesconsnsranses (R
;RER/%’%#;‘ ceseesessetesiasestancntrrsansvonons

68

eess 70

+ 70
- 70
- 70
- 83

cee Q7
- 97
- 97
- 98

eee 08
ceee G9

100

105

“ees 107

cesees 107
- 107

108
109

- 111

- 111
+ 112
- 115
cee 137

- 148
© 148
- 148

.....................

149

- 150



RIREFEFM

MEHEFR oo

IHBF cereececneens

SESESESESINE
OO\IO}U"»POJNL—‘

# E -
2.8 F & -
5.3 XR%%W

EAE EFAE
6.1 IEBA{SHIThEE -
6.2 EHBHNESE -

U'l(J'l(ﬂ(ﬂ(J’lU’lU’l(ﬂ
DN Rt

6.2.1 #?ﬂ%ﬁﬁﬁﬁﬁ&ﬁ sereee

6.2.2 WMHAGHMRERFER -

6.3 TEBSTBY worvveerens

FLtE BES5ESA
7.1 BEE5ERMIIE -
7.2 BES5HENERE -

7.2.1 &%%%ﬁ@@%ﬁﬁﬁ&ﬁ-mmnuu
7.2.2 %%ﬁ@@ﬁﬁ&%i##ﬁ

7.3 @%ﬁ@&ﬁ%
7.3.1 BHEEHA -
7.3.2 &%&ﬁ%"-

+ 151
-+ 152
« 152

150

+ 153

FEBR AL seeersressisonniitstasiecnicinoinsneas

155

+ 155
+ 155
ceees 155

- 162
reee 162

...............

- 162
+ 163
sresescnscrrane 164
6.2.2.1 EHIZEIMBEE worerrererriennianaenans
6.2.2.2 FEBAATHGAHER, eeoeeereeneone

165
166

cesssns srvesecnacesces 166
6.4 FEHA{S B FHIRI/] evevrereerrrrsvrnnrmaessrnasssssanenns

174

- 182
- 182
cere 182

...............

183
184

e 184

cerass 184

7.4 PEBFNEEE FIRIH] eeeeeerrormrensesnersseeesnans

B %Wk

7.3.3 %Eé&és’:?@ﬁ] B PN

189
193

esans 196



F—% RBELEHSRBN4L 1

F—F RPASFS5SKREMSE

Application Preparations and Networks

1.1 RBRAS

Application Preparations

FERUML T8 G AL WA 4 K, Jn R A8 RO TAE,
AEEAZEHYHER, M AERTFRINEE.

1.1.1 e«m4 &
The Preparation of Psychology

RE=ZRLVHMEASYHBEBERGHEL, IEER
Wiy K (B35 5 M HES KA LUS M XS K e E RN, TR 2
“BE ¥ % ” (Employer’s Market) , B : F§ A B30 0] A AR & 1)
RPFPEFEFHBEMHAAL, TR BHE W E GG #E0
AR UMERERMM. UL 4ER 21 2 asRI
HEVFEFRNMESER,
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F- 1T RAUNMBEC T, ARBERNIREFFHR
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RE TR . B, YRR A TSI B 8 T4 S48 g it
BT LU R—0 TERB— 0 T, RbA 28 E, R
BREENE A ERNFHERRTH 3~5 k% —4
JB5{ % g 2

AR BN R CEFRZERHOBER,
AE—RPEZHREBE. KHFAE, BAHE, RECRE#H
KRR AESHRBABEHTHEH,
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1.1.2 #24%
The Preparqtion of Capabilities

TESRRZ AT, WX br LR BRI TR I T E R #ER b
ANEBHMERIS ) RE BB TR TEPHRBHER
F ARENRBEEG THERES.

FHBR - MBEZRBFMNITE. BBERE.FHEN
ANBEERN GBS AR TP T RS FEERE RS
FHEMER . BEIHAZEBRBE, Bk, ENRA R
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ShFESRES B TN, DR EEARXSHNE A AE S LT
i T B A KA AR K O T A R A SR T —
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B B AFRE IR AP —TF .

1.1.3 ##A %%

The Preparation of Documents

RPARP . GOREREEMEIEN B HEES . W
R RBURSE. BRPIXHISh GBI B & S A 0 2B
KRR FEBARXFHER.
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HEBH A BT A S e SR AR B 55 50 R s BRE & B /) 8 K
R ARSI R B A AT N R R B L BE ) FAEIE

A A5x4 B 4R B i) & b IGE SR UMK R DI RE A 5 3k it 4T
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A, B A SRR B DL R A MR B R S B F.

1.2 RRM%
Application Networks

RENRLER CAHRE-HNFRIRRLBHEE.
APRAGE, 21 R MRIIRECTE R T L b i M4, R L
FE SR BRI B P R R4 M LA R

1.2.1 ##A%
The Traditional Network

BRI R RRAMEZNRRAREZRPERR LN E
BRE M- ¥R D AEREE ERFAOTESF.

1.2.1.1 ReHL=E
Placement Offices
X F R JE A BRRE GERBERL A EFR TN
ERBERE. FELLRIEERN —BAEREKIL
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Friends and Relatives

WA R AR R AR TR R B ER R BE R TR R
FENBHRE, RN AHEETRA TAEMRDERER
W.ERTHEFRXEIWBEFERNL L, B2 ¥ BIRE
AIHEERABFA L ANEMBREFENA T TUX
B, BRLA, REHER A EERENON THENIE AR
ST HMER. EALHELEMEEANX RS EHRIR
A 2w, A SN EE RSN BREFNEAR,

1.2.1.3 B&r&
Advertisements

MARERFEBAABRGENETEREZ -, REL
e, THBSER . ETRERAAN, SERPIZE LR &,
MERMERRBRENRG FERENMH KA ESE
TREATULE SRERERLE X & EERBRAER B R
BRI, RN 2 RR) & EFTERNE S, DRET
el 4.

1.2.1.4 BAHNH
Employment Agencies
BANMEERRBEMBARMPFTR, LHRE YR
B RS HFR N A A RREENEE . ES5TAH
BB R, REERFRFERERFHL RBYE . & FHIESH
SRR UMERA YA SR A B AL B SR BT HiR

1.2.2 ZEHAK%
The Internet

FEREARNEARERINGEH T MENA .S X RPET
LA EBRM, AR ITRERBEHAATRER AHA
C BRI 1, A2 SR R 5 A AR 247 M E ¥R, LA
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Information Searching

HEl  RECAHBE N AA LM P AL E
BHYEE BT UTHBEEZATAGNERL, RBAXKR
WEAEN, EFAXNERNE BZ . EMBALTH L,
TR H[AEGEANS T HERRIK,

FEHEBRRM L& FRBE B0 LR w8, 20T LUEBY
2 7 R AE i SR BRI Ak AR B I G 2 S, Rl LUR) IR 5
B3R,

FABRIEEIRBPEIN . BREERAETERA
job.career .employment 2Z 25§ 3% 5817 , 3 #& Search 5,1 &
SRS AERBNF XL AMBEXNY, REEFHEER
SERAEmBLUMER. UTEYANERIIEHRMNIL.

Yahoo LR http://www. yahoo. com

Yahoo &R http://cn. yahoo. com

Yahoo # X Big5 ft http://chinese. yahoo. com

Excite http://www. excite.com
InfoSeek http://www. infoseek. com
Lycos http: //www. lycos. com
AltaVista http://www. altavista. com
Goyoyo http . //www. goyoyo. com
038 A http: //www. srsnet. com/richsurf
yeah http://www. yeah. net

1.2.2.2 MLEEE

Application Contact
FAEBKMREKE FHRAESIBAMAARMEKR, g
GERmRE O X REE N fE, B FREE. ERE & TR B
HEL TS,
1. # XA S M RR BRSO MR . SR B BT s TR
s, AEFHAREIRRBR.
2. FHEAELW, RAXKRULMFEERKIT, W Times
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New Roman, Arial ,Century ,Garamond %,

3. AR . BN ER N REARL, R IR E A&,
ANEE A TR SRS . — AR W BBt B 7 R
. U XUgErtiE , RN 5 R 8 SR i 4 A
R, BRI RAMBEHER.

BTW By the way ... REAZ A, — 6] <=0 e
MO In my opinion ... [ 45 RUTTE
10W In other words .. B8y EBLr e
0)(® Oh, T see. %, H\ET.,

OICN Oh, 1 see now. ®, RAERNET,
TIA Thanks in advance. HAHM.

TTYL  Talk to you later. G FiX
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Reference Addresses

Sh BBk

T E % 3 {E B M

BN
CAD A+

Cl AT

L AT

FREAAGRY R

AAERE
AARLE
CEI AF AR

EHF AL
EEAFER
BHAANH
IREBEAL
WA AT B

http://www. fescochina. com

http://www. labournet. com

http://www. china-hr. com

http ://www. chinacad. com/talent/index /
htm
http://www. chinainfo. gov. cn/talent/

index. htm

http://www. shrc. online. sh. cn

http://www. strong. online. sh. cn/j5. htm

http://www. cieco. com. cn

http://www. cjol. com
http://203. 207. 195. 66/col /employ/
employ. htm

http://bfrc. online. tj. cn

http://job. ili-net. com

http.//www. gznet. com/invest /human
http://shr. stc. sh.cn

http://www. sc. cninfo. net/trade /index/

mu06. htm



F-F XBREE5RBHE 7

TEAT T H http://www. nb. zj. cninfo. net /gzfw/
rcxx/index. htm

BEE AT EY http: //www. heinfo. com. en/reyz/
rcyzhome. htm

FRABRTT http://203. 207. 200. 55/xjjy114. htm

BBANA P L http.//www. zhaopin. com

RWAA T % http.//202.103. 36. 18

BEAATH http://www. hq. cninfo. net/edu/job/
job-main. html

wTIMANER http: //www. wisdomcomputer, com/west-
ern

HEAATH http://www. lz. gs. cninfo. net/rencai/
rexx/html

A A M http://www. job. cn. net

BERAATSE http: //netcity. fz. fj. cn/talent /rcb/

- default. htm

PEREREMN http://www. chinacareer. com

HHAEAA http://job. webleader. com. cn

AW http://www. china-hr. com

BEAATH http.//www. xa. sn. cn/jobs/xi-anl. htm

HERKAA TS http://info. cq. cninfo. net/resc/

index2. html

BRIAATY http://www. hr. hl. cninfo. net/hei-1j/
service/ljrc /r0. htm

FERBR AT http://cdisnl. cdisn. cd. sc. cn/trade/resc/
mu0931. htm

WREANERTE http://www. cxrc. com. cn

R E 5000 224 RERM http://www. china5000. com
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The Resume

2.1 ®MuEAAE

Functions of the Resume

187 P HE 32 3 BE AT LA Resume , H.7] BL LB, Curricu-
lum Vitae (CV), BIEXMAABRE,MGE FEKM AR
Bt

W RBREEMARBME, BIERBREMNEN EH.T
B2 BBHERRE RENERL NBEF RKERRAH
ANBALLBRIENFAC EHECHENTR. AARA
FEREGHRENFEARERTA T REEmMANIE,
REWEHIENREBANEERE.

BRSO RRBEME AEREER . ERRHEHAR
BRI TENFERBREER, AHEMEF AN THE . BER
BERER EEANIS OB AR ERAARNES TR
MR, EFBCRIRERZ R RAERZHGFHRRRZE 3
EH BRI ERBRIEPARNBHIEBRAEXH.

2.2 BWHEHE%

Techniques for Writing the Resume

KX P EMRER HANEEFEEFE ST XH
BAEREARZAL . 5004 A SCH F i3 SO & A R4
XA RS SLHE, IEHERREF AR 0K
Wt .



