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The Preparation of Capabilities
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The Preparation of Documents
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Application Networks
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The Traditional Network
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Placement Offices
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Friends and Relatives
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1.2.1.3 00O0OO
Advertisements
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Employment Agencies
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The Internet
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1.2.2.1 0000
Information Searching
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job.career .employment 000000000 SearchO M 0O
00000oooDooOOobOO0obOoOOoooooooooooao
ddddddddd0d00o0o0o0o0ddoooooooooo
Yahoo OO0 http: //www. yahoo. com
Yahoo OO OO0 http://cn. yahoo. com
Yahoo 00O Bigs O http://chinese. yahoo. com

Excite http://www. excite.com

InfoSeek http://www. infoseek. com

Lycos http://www. lycos. com

AltaVista http://www. altavista. com
Goyoyo http: //www. goyoyo. com
oooog http://www. srsnet. com/richsurf
yeah http://www. yeah. net
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Application Contact
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New Roman, Arial,Century .Garamond 00O
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BTW By the way ... ooogoooo
MO In my opinion ... oooooad

10OW In other words ... oogno -

0IC Oh, T see. omoaoad
OICN Oh, I see now. doooooooo
TIA Thanks in advance. ooooo

TTYL Talk to you later. ooooo
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The Resume

2.1 OGOOQOa
Functions of the Resume

OO000ob0O0OO0O0D00 ResumeMOOOO Curricu-
lum Vitae (CV) OO O0O0O0O0O0O0O0O0OCOOOODOOOO
goo

goboboboboboboooooboobooooon
ooomoboooombooomoobomoooooo
gboboboobooboboboboboobobobo
oobooooboboobbbobobbboboboooooo
gbooobooboobooboooooo

goboboboboboboooooboobooooo
gboboboobooboboboboboobobobo
gboboboobooboboboboboobobobo
gboboboobooboboboboboobobobo
gboboooooooboobooooooooogoo

222 00O0OOO
Techniques for Writing the Resume
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2,91 00DO00ODODOOOO
Principles and Tips for Writing the Resume
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2.2.1.1 O000OOOOO
Emphasis on Achievements and Capabilities

ooodoooooooooooooa

1.0 suvmmary 00000000 OOODOOOOOO
oddooooooooooooooooooooo
doooooooooooooon

2. 0d00O0O0oO0oOoOoOoOoOOOODOOCOOCOOcOOoOooOoo
oddooooooooooooooooooooo
ddooooooooooooooooooooo
odoooooood

3. O Related Work Experience 0O QO M OO0O0O0O
ddooooooooooooooooooooo
0000000000 Functional Resume [ O O
000000 Chronological Resume O O 0O O

4, 00O00O0OODOOOODODODOOOODOOOO
oooooooooo

5. J0O0DO0O0OODOODOOODOOOoOOoOOooOooo
00dooooooooooooooooooooo
dodoooooooooooooooooo

2.2.1.2 00O0O0OOO
Mastery of Relevant Linguistic Features
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1.00000000000b0o000ooobooooon
oooooo 1o Mmyoooooooo
1) My duties are to write periodical reports, update
and distribute company address lists,draft corre-
spondences, make travel arrangements, and com-
plete special projects as assigned.
gobdddoo0ooo0o0o0ooooooooooo
odoooooooobooboooboboooooo
ooooooo
oooooooo
» Write periodical reports
« Update and distribute company address lists
* Draft correspondences
* Make travel arrangements
» Complete special projects as assigned
2) As a result of my efficient discharge of duties, I
was promoted.
gdoooooooooobooooa
oooooooo
* Promoted as a result of my efficient discharge
of duties
3)1 have seven years’ business administrative
background.
Ooo7000000000
oooooood

* Seven-year business administrative background
4) T was employed as a programmer.
0o0o0ooooooooon
doooooon
* Employed as a programmer
5) I’m responsible for the day-to-day management of
the sales division.



gooooooooood
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» Responsible for day-to-day management of sales
division

2. 00bobob0b00ooooobooooooan

D

2)

1 was ranked second in a class of thirty-four.
000 300000000000
ooDoooood

» Ranked second in class of thirty-four
I analyzed the opportunity to invest in the opera-
tions of a national fast food chain.
gododobooooboboooboouooooooao
Ooodoano
gooooooo

* Analyzed opportunity to invest in operations of

national fast food chain

zgggobobooooboboobooooobooo

» Directed MIS for headquarter

» Hired, trained, and supervised computer opera-
tors and programmer

 Provision of advice on computer to branches

Ooodooooooon

Ododooobooboobooboobooooooon

oo0ooboooooooood

Oodo0ooooooboooooooooooon

Oo0do0oooooobooooooood

* Directed MIS for headquarter

» Hired, trained, and supervised computer opera-
tors and programmer

» Provided advice on computer to branches



2.2.1.3 0DOODODO
Attention to the Time Order
ododooooooooooooooooooon
ddddooooooooooooooooooooooo
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1996—Present Tsinghua University, Beijing

MS in Computer Science
1992—1996 Nanjing University, Nanjing,

Jiangsu
BS in Applied Math
1996 000 oooogd
goooooooood
199200 1996 00000000
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Use of the List Form
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Appropriateness of the Length
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222.1.6 O00O0OOOO
Charm of the Appearance
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1. 000000000000 O0o00o00oo0oooaon
0000000000000 0000000 Times
New Roman, Arial,Century ,Garamond OO OO OO
0ooDOdo0oDO0doooobDooooooooooo
0000000000000 000D0O0O0OoOooOO
oooogd
2. 00000000000O0OOOODOOOOOOOO0O
ooogd
. 000000M0DMDODMOoOoODoDobOooooom
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4. 000000CA400DO0ODOOOOO

2.2.2 00O0OO0O0OOO

Components of the Resume

gobooobobooobooobbooboooboon
gobobooobbOooobbooobooooboooon
tmombooomooomooooo

gbooomooboboboboomiomomon
goboboooobbooobboooboooooboo* oo
UO0"d00D0DmMmO0O00000 ResumeOOOOODOODOO
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2.2.2.1 0O0O0OO
The Name and Address

0o0poo0doDo0ooooDooooDoooooooooa
d0oooooDOodoooooooooooooooog
ooooooooo

0doo0Doooooooooooooooooooo
do0boodooDbOodoooooooooooooooog
000000o0odDO0Dooooooo* 00" 00 Wang
Yu, OO00O"00 Li Zicheng O Li Zi-cheng,

0do0poo0dopDooooDooooDoooooooooa
do00ooooobOodoooooooooooooooog
00o0D0Do00o0oooooboDooouooooooooog
oooooooooogoo

0doo0Doooooooooooooooooooo
do0odooobDOodoooooooooooooooog
O00000000LT Zicheng O Li Zicheng .,

0doo0DooooooooooOoooooooooo
0000 oo0 -00-00-MmO0o0o0modc-
0000 -00D0b000oboD0o0oooooooooooog
09000 bOO0oDbOoO0OOg i somooo 21000”0000

1. 15 Hanzhong Road,Nanjing, Jiangsu 210001 PRC

2. 15 Hanzhong Road

Nanjing, Jiangsu 210001
PRC

UO00d00dO0dOddd No.O #gRoad,Street,Boulevard,
LaneJ 0 M O0O0O0OMOOOO0D0DmMOC0O0DmMmOO MmO
00ooooDO0000oooon0 China,PRC.P.R.C. O
The People’s Republic of China ,

0do0poo0doDo0oooDoDooooDoooooooooa
00000000000 Phone 0D MOOOOOmOO
O Cellular Phone O Mobile Phone 0O 000000000



oo0oooobobO0oooooooboboooboooobooo
ooooooo

1. Office :010/37286458 Home:010/27285823

2. Work :028-382875 Home : 028-4925761

3. (0551) 5325013 (O) (0551) 5325921 (H)

2.2.2.2 000O0O
The Objective

UooboDoboOO0OOoOooboOobDOg Objective,Job Objec-
tive ,Career Objective [ Professional Objective 000000
00000000 DODO0000ODODOO0000ooOoooooo
00000000 DODO0000ODODOO0000ooOoooooo

gooooooobOOoOoooooooooo

1. JOB OBJECTIVE :Accountant

ogoooooad
2. Career Objective ; Position in Mechanical Engineering

or Design
gooooooooooooo

3.OBJECTIVE: To obtain a position in Corporate
Finance where 1 can make full use of my financial

management knowledge and skills
00o0o00o0oooO000oU0ooooooUoooo
0o0oooooooo

22,223 0O O
The Summary
ooooooOoo0oooooooooooooooo
00000000000 000O00 Summary, Profile O
Professional Highlights 000 0000000000000
ooooOooooooooooooooooooood
SUMMARY: A high energy, customer-oriented and
results-driven marketing executive with broad

experience. Experience in  developing and



implementing marketing programs to gain a
competitive edge and improve market penetration.
A leader with strong project management,
innovative problem solving, analysis, f{ormal

presentation and communication skills.
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The Education

000 Education OO0 0O0O0O0OOO0OOOOOOOO
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1.1996—2000 Wuhan University, Wuhan,Hubei

MA ,Contemporary Chinese Literature
199600 2000 OOOOOOOOO
gooooooooooo

2. Doctor of Accounting Science, June 1995, Shanghai

University of Finance and Economics,Shanghai

19950 ¢ OODOODOODODOOODOODOODOO

000o0o0O0oO0OU00DO0oOoooOogooogo
go0oO0oo0oU0ooUoOooOoooUoooUoooooooo
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1. B. S. in Management, June 2000, Peking University,

Beijing
GPA :85/100



Courses Related to Management .

Management Principles  Forecasting and Decision-Making
Strategic Management International Business Management
Project Management Marketing

Personnel Administration Accounting

Economic Law Finance
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gooo oooo
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2.1996—Present Shandong University,Jinan,Shandong
BS in Applied Math expected June 2000
Minor in Computer Engineering
GPA ranked among top five students in depart-
ment of 500

Awards ; Prize of the National Math Model Building
Competition, 1998
Top Scholarship,1998,1999
Excellent Student Leader,1997,1998,1999

Activities . President , Student Council of Math Department

English: Excellent in listening, speaking, reading and
writing
Scored 95 on College English Test, Band-4,in
1997

Certificates Microsoft Certified System Engineer,1999

National Computer Rank Test,Grade 3,1997
19960000 0OOODOOOO
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