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Resumes and Application Letter

TSIIT

aEN 1T I NEEuRE

T
T

seaRaz

4T

I L L 1117

Get Started!
HERER —MHEEr SEss R

Mission Accomplished

Time: 4:00 PM
Mission3: Telephone Call
importance: <<«
Difficulty: K

15;) e ARTLUESIBRERLSRBLATT—4
BiE, WLER, ARGEENSETERZ. BEEMHESZ
MRE R SRREIATESHONS,

BN —MUERRTR
- . 1graduated from...

RTFIAEITRIERRALHES, RIRITTLELTX | 2% mREREL,

BeB— MO F A8 R D RIR IR X HH T, . B, Twanundergraduste
T
. . 0 E IR o A % O T S
A: Hello, this is the Personel Department .What I can do for you? THHEE—RE. U'm
B: Good moming. I am 2 graduate from Beijing Normal University. My _ __ ¢ clling to do sth.
name is Wang Lan. I am calling to require about the position of Head Baonam
of Administration you advertised in today’s Guide to Talent Market. L, T T T TTToTETTn
""""""" TSI TToo LTt T T T RUAER. R T
A: Thank you for your calling .This position is still available, though there | g,
are already a number of applicants. Could you send your application . I%;li‘\i;‘]l{;s;i‘;“ available?
——————————————————————————————— E ghih :
and C.V along with your final diploma and other relevant certificates? | {‘“ Do you hafe an vacacy
B: Sorry, What do you mean by ‘relevant certificates? f:. 1about this position?
______________________ t,
A: By that, I mean any certificates to show your special skills, language z:\‘gapgligagt_s _EBiBA .
- =5
proficiency. Such as cetificae of foregn language, computer Certns gh
certificate and so on. » proficiency #AM
B: Oh, I see. 1 will. | was wondering if you could arrange an interview for___| 8 srummmsis iR
me, please. L MAaR, MREARBER
N ERREREEREE, F
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EBER—HEE TR A: We will process all the applications soon. As soon as we have decided
ﬁ%%g?ﬁm%gﬁg on the candidates to be interviewed, I will let you know. So, could you
NiZERE ., FEMT let me have your phone number, Ms Wang?

i If necessarylcan $-------- T T TS T T T e o T
leave my phone number B: Certainly. My phone number is 68917777. And I also get a pager. The

oyl - - | ____ number is 68721188-708. | am looking forward to hearing from you.
b BROR MR IE Thank you.
FiE. EMR. Look || A anetime

forward to doing sth. !

Get Started!

Mission Accomplished
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Resumes and application letter
L Day2

Time: 8:00 AM

Mission 4: A Successful Resume
Importance: <<k

Difficulty: A
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Beatrice Conner ®
4256 Pinebluff Lane
Cleveland, Ohio 44120
216-555-3296

OBJECTIVE @
Challenging office management position in a results-oriented company
where my organizing people skills can be applied; leading to an operations E’
management position. -

WORK EXPERIRENCE @ J
1991-Present ADM Distribution Enterprises, Cleveland, Ohio /

Office Manager of leading regional soft-drink bottler. Coordinating all
bookkeeping, correspondence, scheduling of 12-truck fleet to serve 300
customers. promotional mailings and personnel records, including payroll.

Installing computerized systems.

1989-1991 Mermriweather, Hicks & Bradshaw Attorneys, Columbus, Ohio
Office Supervisor and Executive Secretary for Douglas H.Bradshaw,
Managing Partner. Supervising four clerical workers and two
paraprofessionals, automating legal research and correspondence functions,
improving filling and dictation systems, and assisting in coordinating
outside services and relations with other firms and agencies. Promoted three
times in 1 year from Secretary to Office Supervisor.

1985-1989 Conner & Sons Custom Coverings, Cleveiand, Ohio

Secretary in father’s upholstery and awning company. Performing all office
functions over the years, running the ‘office when thee manager was on
vacation.

EDUCATION @
Mill Valley High School, Honors, Certificate 1988
McBundy Community College, Office Management, Automated Office
Systems, Associate Degree 1990




