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résumé @A

apply BiE; MM
background H &&=
experience 218 ; &5
advantage it &

objective H#x; ZWH
position BRfL; L&

recruit UL (FALR ); FELR
hire 2

look for F#&

reply %, &

qualify ({8 )BE(E, (fE ) BB HE
certificate iE(FH ) B, HLE
ability BE 51

accomplishment 545, Bt

n. ®H

- L P2

- ['rezjumer]

career Bk, =k
graduate Bedb 4 ; (& )ik
major El; Ff&
acquire 3X%%, %2l
perform ff, $1T; R}
development % ; &
personality /™%

duty BRE%; =fE
headhunter %&sL

Internet ELEXK

prospect RIS

realize 3LH}
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status &4 ; KR

@ résumé/i T AT LA Alof, FREEFIIE AMILES , fa résumé of sb. for... B “ K A HI
- IR ", HAl: The boss received a résumé of David Chen for sales manager.
CEARIE) T BRIRZE B i B S e B R . )
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AREHHAF:

I have sent my résumé off. K EZfeMH X B LT o

Here is my résumé with my photo. X Z & &9 & /1, @A KARA

Do you require an English résumé? 471175 &3 & 71757

When is your deadline for accepting résumés? #4114 4 75 ¢ 4k k. B 12 4+ 4 127

[o'plar]

vi. BiE; A

apply A “HIE "I X, L% MforfS B, iapply for a job“ B — 3 LAE",
K H I RS BARERA , DU ZE Fapply for the position of...JX 4544

apply#4 /& .33 A applicant” ¥ 35 A, F F Fo/-ia for—RIEHAL A 5 apply s ik 4 3
& Ay application, £ & “Wi#; Wik 4", 4eapplication form“ ¥ F & ",

I'm here applying for the position of sales representative. 3% 7£ #t ¥ i 44 & X &

— Ho

Mo

(IDECKGIOURGNR [ ockoraund)

n HEES, &H; E2&EM

background#/R “H 5", Uiwork background” TAET 5", A4k, il HBE L “ 2L
HFE" U, 8% M education background & 75 , Ll : 1 think the education
background plays an important role in our work. (FXIN A F T 5AERAN T TAEH
BEREZEMEM.)

MR BEERNBENA T

I majored in business English for BA from 2006 to 2010. 3 720064 £ 20104 2t i
FrF, THEHEFEE, '

I'm a postgraduate from Peking University. & 2 b7 K F 68— LA T4,

@USKPERSREEN  (xsporions]

n G ; FH v &

experiencef “4 5", Ulifirst-hand experience % — 285" ; practical experience 51
BeZ5 80" ; working experience T.fEZ: 5", 4N : The applicant is required to have
some related working experience. (1 # 5 B4 — & A& TAEL 5K, )

(EOEREEEER  (oovonuss)

n R Fla

advantage 23R PUE BT AL A1, BI“PERL”, 1B AL ) 3235 R strong point, 5T
RSB A1) - disadvantage , B4 “BR”, A8 i PO B weak point. (AR
A E 7] fE4: 1] : What are your advantage and disadvantage? ] G843 W 13 {b 1
[a] : What're your strong points and weak points? (/R ER AR EAT47)
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[EODJECHiVeITE [ob'dsekuv]

n. B¥r, BH o EWH

R —EEZE5W WL HAR”, % H career objective 3k £/~ , Lil: My
career objective is to be a qualified manager. (F& (0L HAR &N — & S
BHHE )

RSB BB H A

What kind of job do you like? #i F- 2k 4+ 4 4 #5 T4E7

I want a job with more opportunities. %485 — it A £ % a8 T4k,

I'd like to be a general manager in five years. &4 2 8 T EF R A 2R,

(NEGSHONEN [p>'n)

n BRGL; L E; SH

positionidl # FRFE/R “BLE”, MARPUFZER L. 5356, AT ARR “HRAL”
[#) Bl 845 job, post, occupations , ANid, jobiZ Rk M T4F ; occupationZ i i
BMAEER MG, R BHAE D AN LAE; 1fipostFlpositionZéfil, 48
HARR B,

My previous working experience is closely related to this position. 3% VA 8T #9 T4F 2 %
53N BEEMMEL,

(NSO [ krut]

¥

¥

T

v. R (FTRLBR ) n. BT R

FoA T A Fr it p “FEIE” 5 nT DA recruite 2R, B BB B Y CGHr s 5L )”,
H A : 've heard that your company is recruiting a secretary. (F&WF BRI I 7ER —
2t .)

recruitZs B3, 0] AFE “Hr 617, LAl : There’s a training plan for our recruits. (44>
SHFRATI R L TR BRI ERI )

v./n.T8(H); BR

“JEF” AT L A hire R, FH # BC J hire sb. to do sth., 41 We want to hire
someone with related working experience to do the job. (F&ATTARE FIA ML TAEL L
YN ARABGX T T AF: )

AN, AE R 55 i TP hireid o] LS “FLA”, ELUT: Our company hires our cars to
clients. (FRAT12 vl & P 4 AEFH 2R 55 )
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Fk
W look 5/ iilforf& L, R “TF4R”, flook for a job“$R THE", H4b, 1% XL AT LL
Z%1k Mhunt for a job, B{# J&find a job,

% 1 think the best way to look for a job is the classified ad in the newspaper. A # 3R 4%
oK) ERR I RIFEE,

. [m'plar]
v./n. @l:lv ng

@ reply FIfESE, S ialtof&lie, Fm X ---#ATEE”, AN The manager didn’t
reply to my letter. (ZFEA FEKRKE.)

¥ BT _LEEhiAE X, replytt AT ARSI, FR R ERAE R, HAN: Thank

you for reading. 'm looking forward to your reply. (EGSf#%5 B2, 330y 5 #3109
B

e
v. (i )BE4E, (E)Eﬁﬁﬂ% (E)ﬁﬁ;iﬁﬂﬂ---%ﬁ
@ qualify FE TAEHR SRR () AT, () A M, ‘B % Llbe qualified to do sth./
for sth. fUFE B, IR “BRAL” ARS8 1) Bl $ e fl A .

s Having related working experience for 20 years qualifies John as a general manager.

205Kk T Z R Y BMIERIELSZE—IR,

n AE(BR ) ; HUR

¥ RE BRI T B TFIE DS, certificatef AT LAFRF R “UEH”,
fna degree certificate““~{\/ilF )" ; a teaching certificate “Z ", 7 4h, certificatetts
AT LUFR Al FH SR AE B 5 L A 1 “ SRR

% Could you show me your employment separation certificate, please? #t it &% A& A& 1k #9
B ARGUE ] G 7
RRFBHRIERE "N TFE:
I'm the holder of the certificate of CET-6. H4F 4 X F % &~ HIEH
Mary owns a teaching certificate. ¥ 7 4 2 )4k ,

| (bR Covee)
n BEJ1, &G; [pl] A8E
¥ ability (B R “AE S, H HIHEHC /2 have the ability to do sth, 7~ “H fE it

", 4N : The system has the ability to run more than one program at the same time.
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(ZRGREB RN BT BT )

A “HbA” #9243i%7 competence, il work competence “IAEAE 1”7, communicative
competence“# B4k /7, AT ATy @A AL S "B, 7T VAKX sicompetence in...,
WE—AAL KA, & A % capable, Hllla capable employer*# #& /1 44 &
R, A F ¥ Atbe capable of doing sth.“H #8445 7 ,

[ 'kamplifmont ]

n B8, Bak; Ei8

What do you think was the greatest accomplishment at your last job? 4Rk % 4% £ —4
IR R R ARG RAT 47

F R # RR SR FEH -

What have you learned during your last job? 1R A L — 4 TAEF 52 2] T+ 47

Could you tell me something about your last job? k% &K #t 3t 4k £ — 4 T4 6
Tt

Have you received any honors or awards? 4R 4F 2| i+ 4 A K, £ w572

[ka'r1a(r)]

n Bk, ZElk

Could you tell me something about your career planning? #& % 2%, 3 4Rk 69 32 b A,
X7

Hcareerfi % KRR :

career development 3R 3k & /& ; career prospect 32 dk 8] % ; career opportunity #3 Jk
b

: ! : [ 'gredzuat |

n BeMl A ; TSR AE v, (4 ) Bk

graduate 7] LA FAYEZ 1RIZRR “HE MV AR " (48 K25 A: ), AT DA VEShin) 36m “ Ee
b7, P JE AR AT LA from, Bflgraduate from, /R “--- AL A", BiFE <M -
Bep”,

I graduated from Peking University in 2010. &, 720104 A b 8 K 53k,

u [ 'me1dzoa(r) ]
n By, £ a0 EEH
majorge/n K2E B T2 Lk, Fbin: My major is business English. (% [l &
%5918, ) 7k, XAJEW AT LAPLAL : 'm a business English major.



| 35Ema 6@@

major YE BRI AT LA S indg fic, Ran“ 187, 5 mnEAA R £l 45K, Wimajor
in mathematics* {:B%0#", AHXTHY “HiE " W Fminor#&/R o

majori& A LA FIVETE 25 0A], R “ EEM”, Wimajor product” /= §”, major
client” FEE ",

I'm an intern ational trade major and I minored in accounting when I was in the

university. X LS ERH 5 &k, £XFHEHRE T 2,

(G (o)

¥

vt. RG; FE; WE
acquired F/Rn “IR1G", Ulacquire knowledge“FRAFHI” o F3 b, acquireif 1] A5G| H
Ry eE R, % F 7, Ulacquire the skill “ % #2 £ € ”: I've acquired the skills to
communicate well with others in my college years. (7EK2#[E], FEHE T 5t Ak
17 RAFIHE L)

[pa'form]

v. 18, BUIT; KA

perform A A& /R TAE A 9 “f, $4477, Wiperform a task“$4474%:4 ", perform one’s
duty“JBITHAT .

performiA A] LAAE “ /4, ", perform welligh )& “ LG I B, HLAn: Mike

performed very well in the university and won several scholarships. (77 7% 7 K 2% A
SEHEF I, B8 T ILRK¥E )

[ developmenti [ velopmont]

nFtR; &R

developmentfE i 45 & FK /R “IF &7, Wiproduct development =i FF %47,
development bank“FF & #1745 % .

developmentif 78 “ % 8", Uldevelopment opportunity“ % JEHLi## ", development
project” & &4,

I think it’s a good chance to continue my personal development. %A # i & — A~ 4k 4:
HAT B KA EFIA

(Upersonalifylii [ pa:someloti]

n. &
personality#é/R “{~E", HUl: This company pays attention not only to the applicant’s

skills, but also to his personality. (X~ F AN E MR BUE A H B, o AR
EL)



Ciapter I sy |

©, 5 personality #% ¥ 48 i #9 34 ;T character, & A “ M4 ; it”, 4w [ have an out-

going character, which fits for the job. (K # A& sh ), EAX 4 T4, )

FoRBRAME"RRA

ambitious A 4+ & 49 ; confident A 1344 ; considerate 415 J& 2] #4 ; creative # 4
i 77 #9 ; diligent $1 & #9 ; humorous # % #9 ; intelligent %% %A 84 ; loyal & % 89 ;
optimistic < %49 ; responsible A FT4E+S §9 ; sociable -& X FRé9

R (o)

o)

n BR%E; &

duty$5 “THAE”, W AR RN EE AR B THE S AT RS, SRiA
", flsense of duty“FAFSK, FAEL"

dutyfE TAEH /R “HATT”, % Mildo, perform, carry out®44 it , /R “BITHT",

I think it's my duty to work harder than others since I'm a newcomer. 3,2 #7 & 7, 3
KA H AL IR A Ty 30 TAE

[ "hedhanta(r) ]

n &k, MeAAE
headhunter = Z 48P o B R AA AL, R %K, il You should go to
a headhunter. (YRI 1% 248783k o ) XA AT LAJEAL : You can use a headhunter.

I think you should ask a headhunter for help. & 3A 4 4R 5L 1% 61 55 % F- K H 8

[ 'mtaonet |

n. BELR]

Internet g & AT H ULHY “ HIR M, BAER TAELH RS LB MNIE FHFE .
Internet A L) 5 through 5% via#% fi , Bl through/via the Internet i i H. X ™ ”; 1fif
Internet5 ond& A i, B Z“7EM |7, HLin: Tom found a job on the Internet. (%
WHE R B3 T —1 TAE.)

A: 1t’s difficult to find a job on the newspaper now. FL{ JE 4R 4% £ 3% TAEMR A,
B: Why don’t you use the Internet? 45 4+ 4 R A Al Z3K M 9.7

(UDIOSDEGIE [ prospel

©

n Bis; ATREACA EMBIA; BHREMNIREA

prospect # JHI K45 “Bi 57, Wljob prospect“ k1 5”5 prospect)i i 7] LA #of, 48
e[RRI - MU RTRENE" s SI4NAAE H A4 in prospect, F8 I, -,
Mary saw no prospect of finding a job. # i & LK E| TAE69 A 2,

New medical advances are in prospect. #9 E 5 % & 7T 2 5 3.,
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vt. BHL; THE, IARE

realize A] PAZ/R “TAIRE” , 3 % 7E 5 i Bzthat5 | A A], LGN : 1 realized that the
manager was too busy to talk to me, so I left the room. (F & IRBN LR, WA R
Bt fE] BRI G , FFLATR B T B lal, )

realizei® ] L35 “SEEL” , # Shope, potential, ambitionZFial44 L »

Jack realized his ambition of being a CEO finally. &L R A EIAT R A — % & F M
FEGRSR,

e ——

n RFEE; FiE, Fif
scholarship A] LA “ %2447, dLn] AR “#[R)”, &2 Hischolar %= & " fif 4= i 5k
o SRURIT , FETR 7 b5 WILE A (] SRA I 2 i 2 P o] LA N D 68 it o

I won a scholarship to Oxford University. & #fF 7 FEZ X Foy L34,

_ - ['stertos]

n. %‘fﬁ'. ﬁbﬁ‘[; &;Rl ﬁﬁ;
status ] LAFE “H{iL”, Usocial status“tE2x A", statusid AT LAFRZR RO, e
(34 e fE marital status“ S HEARDL” o

The application writes: “Marital Status: single”. ¥# % £ 5 & : “WGKRL: £ 57,

/ /
{

3 (' Confidence in yourself is the first step on the road to success.

HERERRGNE —F,
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David Chen

Personal Data:

Sex: male Health: excellent Height: 180 cm Date of birth: Jul. 1985
TEL: 135****9037 E-MAIL: davidchen2008@yahoo.com.cn

MSN: davidchen2008@hotmail.com

Objectives:

International Business Specialists or Overseas Sales

Language Skills:
English: Fluent in speaking, listening, writing and reading. Holder of the certificate
of TEM-8.

Computer Skills:

Frequent user of OFFICE, E-mails, Internet resources, etc.
Work Experience: {
Sept. 2009—Dec. 2010 i
International Business Specialist in Beijing ABC Co., Ltd

To expand new business channels and make business negotiations. To solve
buyer’s complaints, feed back their enquiries promptly, and prepare for customers’

visits.

Education Background:
Sept. 2005—June 2009 Peking University, Beijing
Majored in business English for Bachelor’s degree of Arts

Characters:

Creative, teamwork, confident, steady and responsible

MWN )]
3 i
AMAAZ R
HA: F AR AL R 4 #%: 180 cm 4 B 1985.7
¥, 35 135%***9037 @, F #1744 : davidchen2008@yahoo.com.cn

MSN: davidchen2008 @hotmail.com
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FiE. B, ik BRSG, HAREELALEES,

A A .

e 3 %1% AIOFFICE#K 4, & -Foptd | M L X RF,

IHEZ T

2009.9—2010.12

I FABCHBRAE ST+ 5

AT ARHEE, #TRHEH RREPFZF, RHEIMEFEZL, A%

PO ESE .

HEHX:

2005.9—2009.6
AFERFHAESEEEFLF LSS
ANPESE B

FHBE S, EMARSAE, A5, W&, AES

-’ Constant dripping wears away a stone.

N\ OKBEE, BEARN, K



