BRICHEE A TS ];ﬁ
mes MBS, ibrpmisges ] § |

T

BN PHRAEGSEERYELFIRR, BREKRENEL., §
(EEBEX TG, KIRBHH RS TEEIEEEM N BRI — t

AME, ARLKREEFFZHHGL. g, REFHZILE |
L. 4Zif. fF, HiFHERRITAEIEE. |

N EBRIHEENTG, ETFRESBRT, REFALCEMEHE. A
BEENT B KBRHH. KRE. KRERAAEERER.




{?‘ﬁ 5 fJ\%UM ﬁ%ﬁ@ﬁ$ 51]

"R %Z“Z 13 "i’ i

QD PR HECimL

www.waterpub.com.cn



EHERMmE (C 1 P) HiRE

W8N IEE R RINE / Mg, — dbad -
o [E] 7K ) 7K | Y Ricé,  2010. 1

(B 5 24 /N R 45 0B R D

ISBN 978-7-5084-7105-1

1. Q- 1. Oug--+ 1L OERMEIESE— seih — R
IV. (OH314.3

b [ A A P P AR CTP AL % v (2009) 352395215

B E R NEMN BHIEIERT

# 88 MEIEEIEKIARE

{E B | WU i

R AT | AP EARRKH AR
CbrthidE X EIHE R 1 5 D B 100038)

Mik: www.waterpub.com.cn

B %

E-mail: sales@waterpub.com.cn

HLi%: (010) 68367658 CEAHH L)

= £ | denidbkERHEPO (FH

HiE: (010) 88383994, 63202643

4 [ 4% Hh T 48 T FTAR 26 H RO B Y R

HE fr | dbsihRbE FREEE R A

E] Rl | bR ER R

A 2 | 104mm X 184mm 32 JFA 4 Elgk 88 TF
AR w | 2010461 A% 1R 2010 4E 1 HEE 1 IKEIRY
0 ¥ | 0001— 5000 St

E i | 18.00 JG CBYEHE 1 5K)

AMFEALE B, AR, BT, BRE, AREH PSRk
RRALERA « BIRLR



=& =
=

A

BEE R E SRR, PORMRE, BORE A% 6
MEHEN R SRR WAL AR NI, X
IREAL TSR T KRS . AT, B X B8 3
RS, Forp, FABESCES SRER A R B 6 5 9 F 3 34T
Tk A 2 7 4 2 SR 25 TR A ) — Ao«
 RWIBIEST AT, 5O [ O
R AE, LU et AL, (75 88 AN IE 4 4R KI5 )
EGFAT DAE RIS I T T80 . A B KI5 . SRR
fis RELEHRAMG LB R o SRR B s () T, By
WX SEAETE . AT, RRAESLAE B B R 4 TR B
frIgE 77 .

(7¥ 88 MEEHARRINIE) £ “BiS /N EH" &
FIER 2 — . AEERANIGEE, ETEE, SRS AL,
SR TAER . IR R BRI, bR b b
i 2% 5 ) e

wmE
2009 4 9 H Fibm



1% ) HLBA

AT Ak B KRBT 2y b (a), BRI SIROR, B,
AT A 5EAT T A BT

ARNIGRME, ST, FERAARTZHAR
Frak, b AT B 552 2 ) TR SRR

S5 P05y, R A E AL . BEE ALK B L,
T DA Pk 3 S S Yl 1) 7B 4 B 132

AR S R F -

ﬁ?“ﬁﬂﬁ Bbr AR R EE AT
BB 55T .

FT R ERR TR AR FE A E
PR A

W R AR BRTHARERERE ES
B s iR, UL o w A E, g R =,

S eoenenese607 KT RECE L RIZEE ML
2, BAES TR T — NG . iRz
52 S IR B B, R AT L A S ) [ 45 K % 45
ST R, ARSI R AR R R XA

BeAh, BATIEERR A 4R B A 5,
ki 2 ok 2 31 g AT R o



KA 7
fg—jjjj

Interested candidates please send your CV with

expected salary to the email address.
Please send detailed CV with Photo to us.

/I\A ﬁ;§x ................................................

Contact information

Personal Profile / Professional Profile / Summary of

Qualifications

More than fifteen years experience

Advanced technical experience of Database

Management

AN N s R /K et eeeeneeea

Ability to handle pressure and get the job done on

time
Rapid adaptability to new problem-solving and new

locations

,/]\)\ﬁﬁ_/]\at_t stssss s tes s ses e sssssE s aas

10



A proactive, adaptable and conscientious Project
Engineer

/’l\AmﬁS %tﬂﬂ"]ﬁkéﬁ sesasasne ses ssisessesase

Evaluate office supply vendors for best price, and
reduced purchasing costs by 10%.

| saved the company $4000 in overhead.

B HAR———S0E eeeeeeeesencnneeeesnnsssnnenenen,

Marketing position that uses my writing skills and
enables me to make a positive contribution.

E/[]\ﬂkﬁ*ﬁi E’_i%’ vessecsessessssssessasesssnsssnne

Now seeking next challenging and rewarding
opportunity within a successful organization.

=i OO |- |

Bachelor of Business Administration, Finance Major

Bachelor of Arts, English, University of Florida,
2008

Work experience / Career history

I{’Eg%%—IﬂEHRi% 8 e R

Responsible for product sales and customer
relationship

TEL LR TAHERIEE. sesssvsveoncvnssonsss conas

Audited manufacturing processes and procedures

Communicated with engineering groups, finance
department and senior management on daily
departmental operations

BEBE [T wreeveeerneesnnccnnns
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Received “Manager of the Year Award” 2001
K{m"}é@ [ EE N RN EEREE RSN EEE N RN E RN RERE SR EREENE]

Activites: Member of College Varsity football team
(Sept. 1998 — Dec. 2000).

Computer literacy: Familiar with standard software

programs(Microsoft Office)

Fluent in Arabic and English

%@E%H ceeesseenessees et seeseserecesees st e sne

Interests: Traveling, Music, Foreign languages and

cultures

IEBIA/UEBHAE «oveenssssncsvesensesannossnrronsassens
References can be supplied upon request

Test yourselfl cececeeerercnceciiiiiniciiieia..

Test yourselfl SBHE G eereceerrasecicnnnnn

K IRfE
*ﬂ;ﬂ\{‘g e PR S

A cover letter is a letter of introduction attached to,
or accompanying another document such as a

résume or curriculum vitae.

*HP\{%HJ‘J%E’C ssesesssssessssset see st eessse s esese ses

You must write a new cover letter for each company

you apply to.
RIRfE 3k

S A RTBRE G oooesonss s sesuns
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| am writing in response to your recent
advertisement in the “Job Market'.

| am responding to your recent job listing on your
website.

| wish to apply for the position of executive
secretary.

| am writing to inquire about the possibility of

working for your company.

| am currently in the final stages of my dissertation
on marketing in Great China Area, and will be

graduating this June.

*ﬁﬁﬁ%ﬁ%% e me e smmwme b S RAER 46505 SASTRONADE FOW

Please refer to the enclosed documents for proof of
my qualification.

A summary of my qualifications is enclosed. You will
see that | have had several years’ experiénce in sales

and sales administration.

TAHEL > g = ST

| am currently working as a client service manager

and tax consultant with BOB Consulting, where | have

been for two years.

TAEZ R ——————

| have interest in the sales, logistics, and marketing

fields. | already have some experience with these

fields from my vacation jobs.

;kﬂ}l'z‘;j]m cessessesassessrrsnne soserserssesessesnsse ses
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| am looking for a position with more responsibility.

EETE e R T —— D P T P T Vi |

At the moment | am working as a sales assistant at
ABC Inc.
?%%}HE%{E MPFESR ceecescennicnnniiiiiiiiiciininen, 45

| feel that | can meet the requirements of this post.

| would welcome the opportunity of a personal
interview and look forward to your reply.

| am free for interview at any time and look forward

to hearing from you.

SREAZLE R oeverererasnrnnnrnesisnisesiencenceens 48

| look forward to hearing from you soon.
Test yourseﬁ-’! D R o Y= 1= e S NN 49
Test yourselfl BEE L cviiiiiaiiiiiiiiiinne. 50

KR 1K 51
Job Interview / Interviewer / Applicant

ﬁﬁtﬂ%ﬂ‘]l‘ﬂﬁ—%‘lﬂﬂ?ﬂ sessssesesensssass st e e 53

Good morning, Madam. | am Phil Rogen, I've come

to apply for the position as a General Manager

Assistant at your firm.

HIREE I Bl coeceerersesressoscssccnncnrsanaees 54

OK, I'll wait for you letter patiently. | must be off
now. Bye-bye.



AR R MR +sevrswss consipentupvaosvsnosannonss vus
Why do you want this job?

What have you learned from previous jobs?
I‘tﬂﬂgg—ﬁ\k‘rﬁﬁ sesssmsevese mE

My name is XXX, 24. | come from XXX. | graduated
from the XXX department of XXX University in July,

2001.
It is my great pleasure to introduce myself.

l\ﬂﬁ%ﬁ_ﬁ‘gﬁﬁ HE NI AL IO N S SR O RAN RS

| studied Computer in Tsinghua University, and got

a M.S. Degree.

| graduate from Beijing University and got B.S in
Computer.
] B —— SRR JE PR eeveresenvonnnsnrencsnnnnns

| hope to have a job which offers me an opportunity

for advancement.

EfEa%=] B T AEHIJE R cevveecerseccocas

| felt my talents and abilities were underutilized.

I ——TAEBID rsereerncossssooossnoisses

I've been working as auditor for eight years.

XXX year(s) working experience of XXX/ in XXX

company

) f A A EST & R L TT T TP E TP PP
| have the NCRE(National Computer Rank Test)

certificate, rank 2.

| am proficient in reading and translating foreign

55

57

59

61

62

63

65



materials.

MBS ——THETITR souserssenssorsasvindnonnvis

As | am a secretary my responsibilities include
answering telephone, typing memorandums and
reports, arranging appointments and so on.

I'm in charge of market planning and maintenance

of customer relationships.
| lead a complete Integrated Product Team.

] RS I eveeeeerererncnciiiiiiinaiane.

| am a prudent and dedicated person and easy to
get along with.

My time management skills are excellent and I'm
organized, efficient, and take pride in excelling at my

work.

Iﬂ@%ﬁ*—ﬁ}ﬁ‘ cescessescssssssseccscsesnnces sas

| used to wait until the last minute to set
appointments for the coming week, but | realized that
scheduling in advance makes much more sense.

| tend to expect others to work as hard as | do. I'm a

bit of a perfectionist.

Do | 7 SO

| like reading and fishing. | enjoy sports, and | like

music very much.

) A NP ceeverereriiiiiiiiiiiiiiiieae,

I'm quite outgoing. | think, | enjoy mixing and doing

things with others.

in) A B AN EEEE eeeeee
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| succeeded in promoting our products to America
and Canada.
| got the title of “Advanced Worker” in 2008.

L S —— AR S A A TR oo oo eoe

Once | gain additional experience, | would like to
move on from a technical position to management.

My long-term career objective is to find a job that
fully utilizes my unique educational and cultural

background.

] B2 ——— A T T TR J] wvveeevnnvneeesnnnnns

Stress is very important to me. With stress, | do the
best possible job.

| need good stress to stay motivated and

productive.

A T R L85 woeeeeeomvenens

Well, one of my least successful experiences was
when | set up a company for a foreign entrepreneur in
Tianjin ...

%%IHJ —%ﬁ'aﬁﬂéﬂq%ﬁ

What do | suppose to do if you accept me?

Would you like to say something about your
company culture?

Could you tell me something about your welfare
system?

If | understand you correctly, you are saying...

IR EE T5—— BT [H] oeceevsevosccnnsnsacoceces
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Well, let me think now.

TR TG ——IE R wovvverrromerermmneenennn
Sorry, | didn’t catch the last part of what you said.

TR TG ooeveeemerererremsnmmnnnsnnaeenns

What | mean is this: ...

—[ﬁ]ﬁtﬁpj_ﬂ_*l\}ﬁ S BSOS SO VR SRS AR TS B K A

Perhaps | should also mention that ...
Test yoUrSEIfl ++sersessererrsessnnninrnsaansennees
Test yourselfl BEEGE vreeeernnremrinnnneanees
Test yoursem .......................................
Test yourselfl ZHZ G wwwmeer S AR e
Test yourselfl «-:ceseeeresreemmanmanncecteatanenneen:

Test yoursem & %fg% ...........................

=% 3" ¥

| appreciated the opportunity to meet with you
yesterday.
| want to thank you for taking time from your busy

schedule to meet with me.

The opportunity to meet you has strengthened my
interest in working for ABC Consultants.
| am very interested in working for you and look

forward to hearing from you regarding this position.

'5%@ A T TR T T LT TR T R DR
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As you can see from my sent resume, | have had
quite a bit of experience in this field.

You can reach me at any time at your convenience
by dialing 87654321.

I look forward to an interview to discuss further how
| could contribute to your organization.
Test yourself! «ceereeeccecraiiniiiiiiiiniinnnnn...
Test yourself! zf.;%%ﬂ% ...........................
AR BLBRJE] cocerscccarscircnnrenneecrersnnnnnes
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1. RIREM

Communicated / Planed / Controlled / Prepared / Trained /
Audited

Wik S, sER E TR ARE AR,
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Interested candidates please send your CV with

expecte_d‘ salary to the email address.
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