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MAEXEAENBHREN, PESHRAHNZER
B E RBEREEXHERF EEEIFRE.RAAEX
X FEDBOHAE,. B AXBRITENAEXRE, I
FARA - ERPELARE XBRFEERRED T
BMEMWHK . TEL)>FH,
ABHRENF—NEERHRA BAHNLHLLER
MERZEFAEE BEARSIEAROHNLES EF
EZEFTAF®E.
XRIEHNELXEF LI -RRESPBRES S H5FHE,H
WHBRH EEXMXEY RBHEXXFRES ¥ ¥ e
FXGRHRECEPREARXEEERTCRLAMNEE,XAX
BATAREGBRAEHEE, FERXRTAXBRBEAXRARXH
EHAERTANNEE RBUNRTARENLSE
pleasant voice and a gracious manner) % % , {8 & ¢ {1 3F B
FHAANEAEF  ARZBE XA AR HERELS
BREFL R ERLEXFHABIRBEHRAATET L
M BEEARK AR LNE.
BNEPHFEARKRME, AR XL ZE B X FER
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TERTHESIREAS T, IMFXEIA AR XA HE
FZENXE, BEERABELREXKH ;5 HE
By XUEREFEATXREER . XMIEFTHFHT
TR sE—R, B HEAAREREANAA
LIE LB TANBHLAFE LB Mk EH A
WA

FRAXABERAAGHLARGAEFES XL
BoARBEXAUXFHEERR, —ths ERIHNRI,
I know you believe you understand what you think I said,
but T am not sure you realize that what you heard is not
what I meant. (F 408 , AN REERRZIFTE EER
THEERRTCHAERTANHTERERNREIEHER
RAERMEBRBEIAE HTE—HEZHNFE., T2, 8
ERNARFTHXMNERWMETHAARFECHKEN
RREGFEH RESHERE FALHE EHLER AT
1 o b AT B X AL X BR

ML REBEEABY A XMAKXRRE? BE R,
MEEMEANIRITIN BTN REEN LR H
W XAk KA LK AR K & (variables) . A&, X
CEERZ - NEEYHIBHPAEELSMERLS. A
B HRABRHLLALE); BEERBEET REEHER);
FEEABHATAEEEFTAHN FAAISRZEHE
) REFETREENRAE. AEXFEZ—HOER
A, XM R AT AN 4T H, T HE2E AL

« D
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AR B ETR L ERE R HEXALRFHEE
REMKEPOCEXLAANENL. KbPRES IHE
B XA AXREH T HPES; 2N ERA
BHAMIERS AR S xHE 2T b FIE 7 8 3
0, —Fb AL RCHB WA W ER — BB R A
CBEMEHRNER, A EE2E XL, AT EEA
HORAEWERA RS EL, B2, HRABHAH
B BRAEERXAAR KB LRTHE RSN,
ERXARFHEEY RIS ATEAEL
XUKMFEHCERREA AR, HEAREEN
REMEEHXTFAXINHAELEFTH XLPHER, TR
EARMERXUNER FEARTERXLH—K.X
ERAHTANRIVENFE, XL—REHFLE
KEF&H.
KEERBANER EERY —FEREE. X
TRk HF WA 40T ABRRE SR IE, T 5%,
B HiAt, XS EBEEAXLERMANEERTE
—HE AR BAREAANBR TR PAEILLE
HRA ANEAS REINEARE. FFLAENEL Y
CEEBFAFTTERDEUXZHBENHA. S —4
F R, BLIEIE B IE oy AR % AR Bl A AR & AR B
RELCEBE, A TRIANHL I WA EEAL 854
HEMARHLEGREDAKEA, RF 75 UKE
HEBENATMRERSL., 4K BRY BRKNTH,
' e 3



FiE o M ERD

KEEH—HERETERAER . Y ANEREF AT
ERAAEH, LEBEAFEHNDASEXERENARFH
AP fkt., REZRHFEEDXEXALRA,

EENXEHFP MAERETHKARN HRIER
% (ESP, B English for Specific Purposes) # % & & § —-™
AFHRAMBTR, BRALANE PN - BRERZTRN
AR EL L BHAXEHTHNARRINTRRRE W
A<FEFARNEGAREREFNAFTHTETEN % H B
ERFFAARNREHRFTZLL.

ABFERNENHLGLARUNFE . BRAXHRIHE
EHEMERTES S, CEBAT XHIEFEE AR
sk — TR EE RN EAET LRATA
AN AXBRTAEENE LRI RAET T .

AR REARBRFAEIBEAELLRAER
Eru it —E 4R . BFAHFSABBRFIFEL. B
FAFHR HEAKAEB . AP REZE . 2ALEEH
RoMmiTEHEMIFRE.,

% #
3 1994 # 8 A THH MK
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B 0T SRR

HIFE R PHEAS BB, PRI
KRN IR) R ERFEE WP Z IR, YRBE R E
HRAEBRFHEEE 1 E, BB RS R —
VISCF SRR, ¥ N SR E ;W A B 4 bt 2 3
BOEN . 2 RWT. "

ER M AEAS (covering letter) ZBEEAY, — K
T X F I BN B8 2802 S0 78 B 4R 9 KBRS (Bl
MNEHFE) EFEGETEIRZ L1,

KAIR{EEE B 9 8 B (Keep it short and to the
point), {FHEETZMF IR, S KRBT (specific), T
AESGHE, A TIERIRA . BEHREH—VIN LM
& . W 3E (brief and honest),

BN (resume) T BB PN AN /MMEHI T B —HE .

LAFECHFRHAME CEBARN T &5 ALy
ERESHBNE LR H R B OTHE (Identify yourself
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and tell where you can be reached. Name, address, and
telephone or telex number should be placed at the top of
your resume. ),

2. RMHCAFNRE, L BRIV E S EERINR
{a] PP BT 19 BU{SZ (State position for which you are apply-
ing and give a brief explanation of the type of job you are
seeking. ), _

3.EAHEMNIERN B E — W LAEFILES — 1L,
SR ITEFHEESERMIEN BB (List your work experi-
ence. List your last job first,and give the actual dates of
its duration. ),

4 ZFHENBR ERAEEMED, TERIME BT
e GEERE, RV A CH TIER NIRRT EMENE
Ak 4 (Education. If you do not have any formal education,
you may include your correspondence courses and on-the-
job training and indicate that you can do the job as good
as those who have formal education. ),

5. Mk & F&4F (What do you do in your spare time. ),

6. MATRL HAPOEHAESF ™ AR BEKE,
WSRO , B 5% (Personal data. 1t should include birth-
date,place of birth,height,weight,material states,and ci-
tizenship infqrmation. )

7. TR . BRI E AN /it #
TYORENEL T . AR T B CS5X P (Salary. Tt is

« 6.
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wise to save this for discussion in your personal inter-
view. DBy leaving salary open,you will be in a position to
negotiate to your own advantage. ),

8. MEFEN (TERT 7 1R X PP BRI, 7] RUKE HERE A B4
LA 4G H 3 (References. It is better to offer to supply ref-
erences on request. ),

9. 3B H H K I (EfF FE iR T .

KRN 1E{Z (Covering Letter)

Dear Mr. Smith,
1 understand that there may soon be an opening for a sec-
retary in your company. Mr. Jones of your Advertising
Department has suggested that I apply for the job,and my
resume is enclosed.
You will notice that my education background is mainly in
English. While I have not yet completed my work for the
B. A. degree, I have been working part-time for several
months in a trading company. 1 believe that T could han-
dle secretarial work satisfactorily after 1 continue my
studies and eventually earn the degree this summer.
May I call you at the end of the month for an appoint-
ment?

Yours sincerely,

Zhang Hong
8 B 3% (Resume)
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Mrs. Zhong Hong

First Floor,No. 101,Alley 25

Lane 3, Zhongshan Road, Chongqing

Position desired ; Excutive secretary

Employment Record ;

Septer 1993 to present XingXing Company
No. 20,Zhonghua Road,
Chongqing
Secretary to Sales
Manager

June 1992 to Septemper 1993 Fangyuan Company
No. 10,Minshen Road
Secretary to Sales
Manager

Education;

June 1987 graduated from Chongging Ba Su High School

Sept. 1987 to present study in English Department of

Chonggqing Teachers College

Personal Data;: Born;May 20,1972,Chongqging
Height ; 5ft. 2in.
Weight:110 Ibs
Health : Excellent
Single ,Hobbies ; Reading ,cooking and

singing
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R, MREFFES X SEERKT.
FEE AN, N ERUTILEA:
L. EFEGL RIEN D BHHFEE.
2. RIERBOCEEX T, A E A B A ERY
FELLIRAR, AR, IR TR IE
3. P& B BT, AR R 17" 77, "
LA
T R SR R R T AR R B 2
1 RIS IEMFERKTHERRE AT H,
Interview Rating Form HiX#44% |Good 4K | Fair § Poo'r =
1. Interview Skill {4721k
1. Clothes and grooming K& §TH#H

2. Posture, body control and eye

contact Wﬁ&:{%
3. Language 1§ & R X}

4. Manners and breeding 3L 5 ¥
FF

5. Preparation FiIX HFHZ N EHN
RS

I. Personality {ERGAF{E




