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Chapter One

Resume Samples
and Analyses
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Resume, a short biographical or autobiographical account,
is also called personal history or curriculum vitae (C.V.). It is
often required when one applies for a job.

Resume is not to list all the experiences, but only to mention
those major and relevant experience, achievements, abilities,
qualifications, and characters in a clear, concise and impressing
way. Just as a sales person promotes and publicizes his or her
products, an applicant can use resume to promote oneself to be
employed. As an essential document needed in the job applica-
tion process, resume can help to arouse the employer’s attention
to you. A successful resume is a good start and necessary prepara-
tion of the job-hunting procedure.

There is no settled form for resume, just rules that most
applicants generally follow. You can decide which form you will
use as you wish; however, you need to remember the following:

@ to display your own advantages and virtues positively,

@ to put the information that is important to the employer
in the first place,

# to write down your achievements concretely,

@ 1o write something eye-catching and impressing, not or-
dinary things, and
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@ 1o note the unification of all the items.

Generally speaking, resume is a medium through which you
can be granted the opportunity to an interview and be employed
by your potential employer. Resume should be clear, concise and

self-consistent, as well as eye-catching and impressing.
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esumes for Foreigner-
affiliated Company

1.1 Resume for a product manager

Resume
of
Henry Smith

3 Bleeker Street
New York, N.Y. 10014
(212)123-9876

e Evidence of considerable ingenuity in creation of mar-
keting plans to overcome adverse developments successfully; to
meet volume and profit targets for product division of a billion-
dollar conglomerate.

@ Consistent record of sales increases in one of the world’s
most competitive and fast-moving markets.

@ Heavily involved in copy planning and media selection in
connection with large advertising campaigns.

® Expert in accommodating promotion programs to regionél
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