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Writing the Resume

1 Many job applicants (H1i#) believe that the purpose of a resume (1 1H)
(pronounced re-zoo-may) is to get a job. That is not true, however. A good resume gets
you an interview for a job. In one page of writing you must convince the person reading
your resume to give you further consideration. Otherwise, your resume will be putin a
file (34) or trash can (57 #f). Resumes are only as good as your ability to express
your skills in an interesting way. The people who will read your resume probably read
dozens (or even hundreds of them) every week. If your resume doesn’t get their
attention, you may as well “kiss the job goodbye.”

2 Since the resume is a company’s first impression of you, do your best to write a
good one. You must know how to present, summarize, and express your experiences and
achievements. Although there are many, many good ways to present a resume, all good
resumes have the following sections, or parts: contact information (| £ 757, job
objective (v {[EHH{ir), educational background, work experience, special skills, activities,
and honors, and a list of references (ij-H{ A\ ). How you decide to organize your resume
is also important. Your name, address, phone and e-mail numbers must come first; then
your job objective. A special note: don’t give them information that is too personal like
age, height, weight, and whether you are a man or woman. Next, list your educational
background or work experience. Even if you didn’t get one mao or yuan for your work,
write it down. Finally, list other information and then your references. (See the appendix
for an example of a resume). When you present each part of your resume, be sure to leave
enough space between headings and lists of items. Remember: appearance is important.
Those who read resumes are often in a hurry, so make it as easy for them to read as
possible. It must be typed, preferably on a computer in the same 12-point font (“7{4)
in dark, clear letters on white (or almost white) quality A4 size paper.

3 The next step in writing a good resume is to make a summary of lots of
information. The most important thing is to be specific (H{fffj). Make it clear to the
reader what you are talking about. Use details (Zi]"{7) when necessary but put
information into a list or outline. Here is where you need to express yourself well. You

must be concise, that is, say as much as possible in as few words as possible. You should
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Writing the Resume

choose your words carefully, using action verbs like “managed,” “led,” “created,”
trained,” “assisted,” “operated,”

» “ » 13 » «“

“organized,” “solved,” “produced,” “taught,
“performed,” “used,” and “improved.” If your English vocabulary is poor, look at
a dictionary or thesaurus (| 3 ja] #it) for help. Make sure to use proper grammar and
correct spelling. Read your resume several times to catch errors. Ask a friend or teacher
to read it for you. When you are confident that everything is in order, it’s time for the
next step. ,

4 A resume must come with a cover letter (ifi{Z[ff £4). The cover letter gives you
the chance to communicate with the employer (J& §°). The letter covers, or explains in
more detail, certain parts of the resume. You should describe what you know about the
job and company and give some reasons why you want to work for it. Then, describe
what you believe you can offer the company. Explain how your skills can help you in
the new job. Describe your attitude toward work in general and this job in particular. Sell
yourself, but make your sale honest, personal, and direct. Employers will usually read
it before they read the resume. So try to be extra careful in how you write the cover letter
and correct any errors in grammar and spelling. Pay attention to the tone of your letter:

do your words communicate in a way that is sincere, eager, and polite?

Warm-up Exercises: Are you a keen proofreader?

Examples:

LCELEBRA TON

2. Our new offices at 125 Richmond Street North wil open for business on Monday,
December 10, at at 9 a.m.

3. It is important to remmember that not everone is familiar with Option to Purchase
forms. The new homeowner require help in answering carefully and fullly all the
questions ask on these form.

(1. CELEBRATION; 2. will, at; 3. remember, everyone, requires, fully, asked, forms)

Proofread these sentences for any kind of error. Circle errors. If a sentence is

correct, write “C” beside it.

2 EXTENSIVE READING FOR SEFC BOOK 3



Writing the Resume

. The wine known as champagne is named for the Champagne region of France where

it was first made.

2. Scientific knowledge has greatly increased with the exploration of space.

. The use of psychology tests during employment interviews has been questionned by

human rights organizations.

4. The meeting will be hedl on Thursday, March 30, ta 10 p.m.

wn

6.
7.
8.
g,

. The classes are designed for those who not are already enrolled in school night

courses.
There may be extra word in a sentense.

All persons will receive a small gift who contribute $25 or moer to the building fund.
Our spacious hill is ideal for weding receptions.

I regret I can come to the interview as I shall be town of out on that date.

10. The form we received form the designers is exactly what we require.

Additional Activities: From Reading to Doing

L.

2

3.

4

Try your hand: Think of your most desired job objective and write your own resume. |

Ensure that it includes every essential part. Then type it out in a neat form as is

required in the text. Read it several times before you ask one of your classmates to read

it to see if it is as good as the example resume given in the Appendix.

Comparison: Find out what parts are needed in a typical Chinese resume. Present your

resume in Chinese with the same information.

Social experience: There are many talent markets held in cities every year. Go to a

talent market in your city to find out:

(1) how important the resume is in job application;

(2) what other materials are needed to apply for a job;

(3) which is more important to the employers, education background or work
experience

4) ...

. Provide the section titles for the following resume.

EXTENSIVE READING FOR SEFC BOOK 3 3



Writing the Resume

MO YAN
(1) 24 Hepingmen Home phone: (10) 6200-0016
Beijing, China Business phone: (10) 6208-0017
(2) Growth position that will let me use my skills as a writer.
(3) 1991-1995: Lu Xun Academy of Writing,

Creative Writing: Novel and Short Story
Some coursework in journalism
1988-1991: Middle School No. 78, Beijing, China
1990: Beiwai Summer Program for Young Writers

4) 1995-Present: Writing novels for Panda Press, Beijing, China
1994-Summer: Writers Workshop, Hangzhou, China
1992-Summer: Volunteer Writers in the Schools, Taiyuan,

Shanxi Province, China
1990-Summer: Writing Tutor, No. 82 Junior Middle School,
Datong, Shanxi Province, China

5) First Prize, Writing Contest, Shanxi Association of Writers
Alumni Award, Middle School No. 78, Beijing, China
The East is Red Young Writers Prize

(6) College: Writing Students’ Group, counseling program.
7 swimming, table tennis, basketball, painting, chess

(8) Good command of English.

9) Available upon request.

4  EXTENSIVE READING FOR SEFC BOOK 3




Writing the Resume

(1) Contact Information

(2) Job/Career Objective

(3) Education

(4) Work Experience

(5) Honors and Awards

(6) Activities

(7) Hobbies/Interests

(8) Languages/Special Skills

(9) References

EXTENSIVE READING FOR SEFC BOOK 3 5
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Inside Interviewing

1 When you apply for a job in China, you know many other well-qualified (1R 5
Tk ) people will also apply. So how can you increase your chance for success?
Unless you have the right guanxi, the only way is through an interview. As you prepare
for your interview, you must have a positive attitude. You must welcome the opportunity

o= 4Luss . .
to interview. You must not al-

low yourself to get discouraged.
Nor should you try to be modest
", when you prepare for your
’ interview. Instead, you must
U believe that you are the best
person to do the job. With the
proper attitude, you will give a
better impression of yourself.
2 Companies give interviews
because they want to know more
about you. The resume tells them
what you can do but it does not
tell them who you are. The way
you look, the way you dress,
how you speak and what you
say are often more helpful than
a great resume. Your resume gets “your foot in the door,” by getting you an interview.
Your interview, however, is what opens that door and invites you to enter. Think of an
interview as an invitation; the employer wants you to join them. If the employer believes
you are the right person for the job, it will make their work easier. They won’t have to
do any more interviews, or advertise for any more applicants.
3 Now that you are ready to prepare for the interview, what should you do? Begin
by knowing your resume very well. You must be able to explain in more detail

everything in your resume. If you have in any way been dishonest on the resume, you
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had better be careful in the interview. Employers will want to match (VL) what you
have written with what you say. For example, let’s say you worked in a shoe store. It was
your job to sell shoes and you were a good sales clerk. Sometimes the manager asked
for your opinion about how to sell more shoes. However, on your resume you said that
you were the store’s assistant manager. This is “stretching the truth,” or exaggerating
(%K) your job duties. What if the interviewer talked to the manager before your
interview. What can you say then?

4 The second step to a successful interview is making a checklist ({5 #.) of your
good points and bad points. This checklist should include all the skills you might need
to use if you get the job. It also needs to include your good and bad personal qualities.
For example, let’s say that you are confident as a speaker of Chinese and English. You
can easily communicate with customers. However, you also have the habit of talking too
much. You must therefore be careful not to talk too much in the interview. After all, part
of good communication is the willingness to listen to others.

5 The third step to a successful interview is to find out more about the company you
want to work for. Many great candidates (f1% \) for a job have not been hired simply
because they failed to “do their homework,” or research the company. You can prove
to the interviewer that you have much to offer the company but you must show that you
know that the company has much to offer you, too. An interview is a “two-way street
(M n1fEriE ).” You want the company to see what makes you special but they also want
you to see what makes them special. To be valued as a worker, you must first value the
company you work for. They are also taking a risk ('5%) if they hire you. (It costs time
and money to train a new employee). So find out more about the company. Talk to people
who already work there or who have done business with the company. If the company
is big and well known, find out if they have a brochure (/[\}} 1-) or website. At the very
least, read everything you are given when you request the job application. After you
have learned more about the company, make a list of questions you can ask the
interviewer. Don’t wait until the day of the interview to think of something to say.

6 It is now the night before the big interview. You’re a bit nervous, so you decide
to forget about the job for a while and go out with your friends. Fine. It’s always a good

EXTENSIVE READING FOR SEFC BOOK 3 7



Inside Interviewing

idea to relax a little tqf\é}&your stress (/4= /7). But don’t take things too far: don’t eat
or drink too much or stay out late. Get a good night’s sleep and give yourself enough time
in the morning to eat breakfast and review your checklist. Shower and then dress in
business clothes. It is always wise to dress in a conservative ({£~f[{) fashion. You
want the interviewer to notice the way you are dressed, but you don’t want to be stared
at! Your clothing should show that you know how to dress like a professional (%[l A
1:). Your clothes should say that you take the job seriously. This doesn’t mean to say
that you can’t be colorful. A nice, bright tie or scarf ([ 1) brings cheer and will help
the interviewer to remember you better.

7 Whatever else you forget to do before the interview, do not forget to get to the
interview on time. Even being five minutes late is still being late. First impressions are
very, very important. Get to the interview site ({1 /5,) at least half an hour before your
scheduled (%) A it %) time. After all, the interview schedule may have been
changed. Perhaps the interviews before yours were unusually short or someone didn’t
keep their appointment. Getting there early also gives you the chance to see and meet
some of the other applicants. Don’t be afraid to make friends. The company may hire
both of you and you will become co-workers. Compete during the interview, not while
you wait to interview. Before your name is called, put away gum (|1 7 4§#), drinks,
makeup, or cigarettes. The interview is a formal ([FX;[1)), not a casual (5[ {5 {# 1))
conversation. . |

>8 All the effort you made to plan for the interview will help you show the
{nterviewer how motivated (5 3 JI¥J) you are. That is a necessary quality of all good
workers. As you enter the interviewer’s office, remember to bring your best manners
with you. Communicate a professional manner through proper body language. In
particular, shake hands and sit when invited to sit down in a chair. Keep your back
straight; don’t slouch (#3425 ). Give the interviewer eye all times. Don’t
cover your mouth with your hands. Smile a lot but laugh only when the interviewer
laughs. Keep still, and keep your hands in your lap. Above all else, actively listen to what
the interviewer is saying. Don’t pretend that you’ve heard it all before.

9 As you do the interview, don’t look at your watch or the clock on the wall. This

8 EXTENSIVE READING FOR SEFC BOOK 3
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behavior tells the interviewer that you are in a hurry or, worse yet, that the interview isn’t
so important to you and you have somewhere else you would rather be. Answer all
questions asked in a(cz)@ay. If you don’t understand a question, have the courage
to say so. You and the interviewer will only lose face if you are confused about what is
expected of you. During the interview, explain how your work experience or skills can
help the company. Don’t be too modest: now is the time for you to compete. Many
companies only give one interview before making a decision to hire an applicant — so
make the most of it. At the end of the interview, ask questions about the company and,
of course, thank the interviewer for taking the time to talk to you.
10  Give the company some time to make a decision about whether to hire you. No
matter how eager or impatient you get, don’t keep calling the company to find out what
the result is. If, however, you have waited a reasonable amount of time and still haven’t
received a reply, then write a brief letter to ask. Finally, if you are offered a job, be sure
to send a short “thank-you” letter to the interviewer. Gpod luck!

, RO
_,Lil\i'k\vu\)" P P \)x ﬁb ) t L(fx .
sghg WA Ll 10

1. A positive attitude is very important for an interview. Which of the following is NOT

Comprehension check

a positive attitude, according to the article? L N ({‘LM
a. Believing that you are the best person for the job. #
b. Being modest.
c. Taking the interview seriously.
d. Giving yourself enough encouragement.

2. According to the author, a job interview is more like
a. a door
b. an introduction

~ ¢/an invitation

d. a test

3. The author gives an example in paragraph 3 to tell you that
a. an assistant manager is easier to get a job than a sales clerk
b. you can’t become an assistant manager if you are a sales clerk

EXTENSIVE READING FOR SEFC BOOK 3 9



Inside Interviewing

c. you should write in your resume that you are an assistant manager even if you are
a sales clerk.
d. you should be honest about your work experience
4. What is the purpose of making a checklist of your good points and bad points before
the interview?
a. To help you behave properly during the interview.
b. To help you decide whether it is a good idea to apply for the job.
c. To let the interviewer know about your advantages and disadvantages.
d. To understand yourself better.
5. In paragraph 5, it says that “An interview is a‘two-way street’.” The author means
that
a. during an interview, the applicant can ask questions after being questioned.
b. during an interview, both the interviewer and the applicant are taking a chance.
c. an interview is a chance for both the interviewer and the applicant to understand
each other better.
d. an interview is a good way for applicants to know more about the company they
want to work for.
6. The author suggests that if you wear conservative dress for the interview, the
interviewer will
a. stare at you
b. remember you better
c. think you are serious about the job
d. think you want to be a professional
7. According to paragraph 7, you should get to the interview at least half an hour earlier
so that
a. you will be on time for it even if the schedule has changed
b. you can make friends with other applicants
c. you will have more co-workers
d. you will give the interviewer a good impression
8. During an interview it is important to use proper body language such as

10 EXTEHSNE 'READING FOR SEFC BOOK 3



Inside Interviewing

a. sitting with a straight back
b. avoiding looking into the interviewer’s eyes
c. laugh loudly
d. putting your hands at your side
9. If you don’t understand the interviewer’s question, you are expected to
a. pretend that you have understood it
b. answer the question anyway
c. keep silent until the interviewer asks the question again
d. ask the interviewer to repeat his or her question
10. The last paragraph tells you
a. what you should do at the end the interview
b. what you should do after the interview
c. how to thank the interviewer
d. how to find out the result of the interview

Additional Activities: From Reading to Doing

1. Market-research: Read advertisements about job vacancies ( {7 23{ik ) in a recent
issue of newspaper and find one that you are interested in. Then research to find more
information about the company.

2. Interview preparation: Now suppose you are getting prepared for an interview. Make
a list of the questions that the interviewer might ask you. Also make a list of your good
and bad points.

3. Acting: Ask one of your classmates to be the interviewer, give your questions to him.
Act out the interview between him and you.

4. Writing: Suppose that a company offered you the job you’ve applied for. Write a

“thank-you” note to the interviewer.

5. Drawing: Work in groups to find out what kinds of clothes are considered formal in
China and in the West. Then draw two pictures to show the differences between the
two.

6. Story-telling: Tell a story that proves “first impressions are very important.”
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