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1. M AZEJE ( Personal Qualities) :
A person with ability plus flexibility should apply. E2H8E H R IERN /7385 Ao
A stable personality and high sense of responsibility are desirable.
BMERE, RARERER.
Enthusiasm, organized working habits more important than experience.
BIEAENERIENHEINR, £RTNM.
Being active, creative and innovative is a plus. B85535, A OIAZIEHLEE.
The main qualities required are preparedness to work hard, ability to learn, ambition and good
health. TZXNERREEEMHEMH. EF3. L OEMNSEE,

2. iE58EH ( Language Proficiency) :
Ability to communicate in English desirable. < FH&iEHTHIE.
An excellent understanding of English would be mandatory. &t &/ R IEFEE
Working command of spoken & written English is preferable.
BRXHNENEIERAREAEREER,

Able to speak Mandarin and the Guangdong dialect. <35 &8 &5,

3. EBfxzEE ( Computer Literacy) :
Computer operating skill is advantageous. A B X2 {ERARE L £,
Good at computer operation of windows. SE4%i& & HWindowsi [T B NI E.
Be familiar with CAD/CAM preferable. Z&CAD/CAMZE it £ E B,

4. TE£56 ( Occupational Experience) :
Working experience in foreign company is preferable. FE4NE A5 TEMSR% E M 4.
At least 2 years in operating NC machine tools. &/0F 2 F{EHENRHNEZE .
Familiar with international trade issues will be an added advantage.
HBETE S CIEE L E

5. EfthZFEk( Miscellaneous Requirements)
Not more than 30 years. 3T #B1T30%,
Male/Female. M4 3IRFR (BHT)
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Marketing Assistant
Responsibility:

— Responsible for the local management of marketing and sales activities according to the

instruction from the head office.
— Collect related information to the head office.

Requirements:

— College degree and above with good English (speaking and writing).

— Develop relationship with local media and customers.

— With basic idea of sales and marketing, related experience is preferred.

— Working experience in the international organization is a must.

— Good communication and presentation skills.
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1. #WIATIERR
ITEEE (ZREFRIELH) B TELH (work experience) « BRWE A
(professional history) . B{E& [ (specific experience) . 32HR (part-time) . 53]
(Intern) . SEpRA 4 (performance) . T{EF® (achievements) . M AEEH (personal
ability) « HiHF %L (marketing develop) . XxEEZAAIRER (breakthrough) . RIIHNEER
(element of success) « BE{F}1 (competence) . #IA#EIER{Z (appointed position ) %,

). Assistant to manager of accounting department of a joint venture enterprise.
— Analyzed data and relevant financial statistics, and produced monthly financial statements.
—REREVRITEIIEERBIE,
— o EERERUSRITET, FHIESPRIUESRS.
2. RN ABREER
Personal (or Personal Information) M A 2
Other Information (or Additional Information) EZ{Z &
for more specialized work R EEZ WA T1E
for prospects of promotion 3T FHIE1E
for higher responsibility 3 B& B /X8I T{E={T
for wider experience A EBELZ T 1ELK
due to close-down of company B J 4\ 5 &4
3. HRE CHOMER
A stable personality and high sense of responsibility. M4faE. B FE={FK.
Bright and aggressive. K . H#EL o
Mature, self-motivated and strong interpersonal skills.
BAEMR. LHOR, HFEERFENARERRT.
Energetic and fashionable. 51 REE:. BEHH.
With a pleasant mature attitude. FFBA L 2o
Preparedness to work hard, ability to learn, ambition and good health.

BlEEmMBHER. BEY. OB &,
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Frank:

Alma:

Frank:

Alma:

Janice:

Alma:

Frank:

Alma:

Frank:

Alma:

Two of my employees quit and I'm
busy interviewing their replacements.
Interviewing new employees makes
you lose your appetite?

It's because it's so hard to find good
people nowadays!

That's strange. I've been hearing that
most people can't find a work!

Right! The papers are saying that
the economy doesn't look good and
more and more people are out of job.
| read that a couple of hundred highly
educated people show up for any one
job opening.

Frank, is it that there are people who
get nervous during an interview that
they are unable to speak?

Well, it varies. Some are fresh
university graduates, some are
housewives going back to work and
middle age men who have been
working for a couple of years.

I'm sure that there are pretty arrogant
people around.

Naturally. Some people submit
pretty flashy resumes; but then once
they are asked questions on their
supposed field of expertise, they get
caught up in their own lies because
they don't have the correct answers.
What are the qualities do your ideal
person need to have?
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A good salesperson should have three
important qualities; quick reaction,
high efficiency, and enthusiastic
service attitude.

All these things are making my head
spin. The person should be 'Mr.
Perfect'. No wonder you're having
such a hard time looking for people.
ARNUIAABER, HITEBINFTAR.
BRI ASILRE ZTHR?
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sHOMRIE

1. TRBBRESERZ

A responsible administrative position which will provide challenge and freedom where | can
bring my initiative and creativity into full play.

HREENIRA, ZRACHRHESRMBH, ERERXSLEBCHIHIERR GG

An executive assistant position utilizing interests, training and experience in office
administration. {TEBNEMNIAN, BIEEANAEEESENXE. JIH58%.

A position in management training programs with the eventual goal of participating in the
management rank of marketing. 122/ % S EHNERN. REEFESETHEEE.

. R BREE

Useful courses for English-teaching include: Psychology, teaching methodology, phonetics,
rhetoric, grammar, composition.
NRERFERNREQRE LBZ. HFEFER. B2 BEF. BE. 5k
Specialized courses pertaining to foreign trade: Marketing principles, international marketing,
practical English correspondence and telecommunications, foreign exchange, business English.
FINREEMZINIRE: THFRIE. HREHEP. TAREBERB. INLHE. BFRE.

. BER
HEFERRRPETATFERNN S, BRERERATUAEKMNAE. KIHKIREHER
BEXERN, FR—EESIREM. 2EHQ:

| should be glad to have a personal interview and can furnish references if desired.

MPEEIR, WEEHE. WREFRIEA, RABRTRE.

| request an interview, and assure you that if appointed, | will do my best to give you
satisfaction.

RBEBEFERAZE. MERA, AANRBBREE, IRAARSE, UTHE

If you desire an interview, | shall be most happy to call in person, on any day and at any time
you may appoint.

WEXAFAEALR, AA—2EBRFEENNE, EFT.
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The respect leadership:

Thank you for reading my cover letter
during your busy work. | am a senior of
Liao Ning Institute of Technology. English
Department, majoring in the tendency of
linguistics and literature. Owing to be born in
the educational family, | own the good quality,
and eager to engage in the education career.

Four — year professional learning during
the college has laid a solid foundation of
English knowledge and relevant theories, In
| have good achievements
of language study and especially with the

the meantime,

Extensive Listening, Extensive Oral English
and Japanese. | am confident that the courses
studied in the college, such as the Integrated
English Advanced Writing, advanced English,
Oral Translation, English & American Literature,
etc. Contribute effectively to my future work in
the field of education

| passed the TEM 4 successfully. In addition,
| am quite skillful in computer operation, such
as WORD. EXCEL and so on. In addition, |
am a leader in department, and do well in any
tasks that my teachers' orders. | took active
part in the school sports meeting and got great
achievements.

During my study, | am not only accumulating
knowledge, but also putting the knowledge
into application. | have participated in lots
of practice in my spare time and vocation.
Sometimes to be a tutor. sometimes to be
a tourist guide. Therefore, | own numerous
experiences.

Soon | will be graduated from school

M‘@ pinmisEicE
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and | am looking for a suitable field in which
will make development all the time. The only
principle for me to choose job is that | can
make good use of my potential, | believe that |
am the best candidate.

Looking forward to hearing from you soon
and bestregards.

Your sincere,
Wang Shuang
BERHRAS:

BIF BRBEEETZHREZRNEE
B. RRITIZRREZRAFEEXFZTW
MAmZEE. BTFHSHERE, IMNREZE
TRENREHE. NFEESLRHTHE.

AEOFRA LI HERERIFNIRRE
B‘QEELBEFTTT RFFNEM. REEEZI LW

BTHENRS, TBE. DBEMNHEBEXL
Ij]l%ﬁtﬁ?%.‘fdo HEEECERRIIES .
BRRE. DiF. REXEXENRPEZIN
KASRPEAESEHE TIEH.

HELTREZVME, FARBREE
Fword, excel M. HERRENF
REEHAIER, RBEMTER TIFEEMLHEN
£%5. FEMSNERENS, RETREM
B 5o

ERIEED, BERRAFTENARR,
HERFMIAEAT SRR A RS,
HeMTHESHIR, BUEREA. 555K
%, AHHAEFENESER.
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AHCARKREBIIIESIH. HEFEIIEN

—ENMBREBERAEENZIERNE .
BEEECERESXHIEN!
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sHOMRIE
1. EAEE

What is your name, please?

EE, RMAZFE?

| was born on June 22,1980.
FR4AT1980F6522H,

Where is your native place?

ROERZWME?

Where do you live now?

TRINIEZ B E?

| live at 606 Zhongguancun Road, Apt 802, Beijing.
BAEILR TR XN KRE606S, 8028 7T,
Can you tell me something about your family?
BEMTB— T IRAREFRIG?

Are you married?

R8T 187

| have been married for two years.

HEBHET .
2. ¥EEE

educational history &[5

curriculum J$52

major F{%

minor Elf&

educational highlights iR#2 & S 24>
curriculum included IR 28 5
courses taken FfZAiRFE

special training #5313/l %x

social practice < S0
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Lili:

Sun:

Lili:

Sun:

Lili:

Sun:

Lili:

Sun:

Lili:

Sun:

Lili:

Sun:

What is your name, please?

My name is Sun lin.

Then tell me your birthplace.

My birthplace is Nanjing.

Ok, | know you are not a resident of
Beijing. Where is your domicile place
then?

My domicile place is Nanjing, too.

Do you speak a foreign language?

| studied French in college and enjoyed
it. I'd like to get some language tapes
and increase my fluency.

How large is your family?

There are four of us including my
parents, a younger sister and me.

How much time do you spend with your
family?

My family is important to me, they are
an inspiration. | have a responsibility to
my job as well as to my family, | like to
be there for them when they need me,
but they also understand and accept the
commitment | have made to my work. So

| spend my time accordingly.

O 250 —
WP pinmpiBEicE

alias 5l &
sex/gender 431
female kg

birth place H A
permanent address sk &R il
marital status BIERR
single/unmarried RIE

FIAR:
FIF:
FIAR:
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DiEE, RMAAZEFE?
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HMREBERER.

REWINELE?
HAZHEERZIKE, HEEEER
XITES. HABEAUBL—MEEFY
e kMR (WREINEEM) BEEE.
C R RER R ZG?

CHIMNRBENOA, BEEARXE. REKK
o

D RAR AR RIRY (8 E & D7

CBNRENERRESE, 2 —FERER
MAg. BENESHIEURRARAT
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THEBERE. Fl, RBEFELER
IR I8 o

pen name 2
male =

birth date B4 HEA
native place B8
postal code B B4R AS
married 218
domicile b
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BRI ENIBE
1. | am responsible for product distribution. I A E~ REE.
2. | have 4 years' experience in staff management. X EMNFEEE R THNE%.
3. | have experience as a receptionist. FH#ILIEF R
4. | have been working as a computer programmer for five years. To be specific, | do system
analysis, trouble shooting and provide software support.
BT TAFMNBEREFR. BENE, BEREST. BROBMARKEHE FER .
5. With my strong academic background, | am capable and competent.
EEHRRFNZIAE R, RATMMEEIIE mMERAIESRBEZEN.
. With my teaching experience, | am confident that | can relate to students very well.
RENEFER, REERSZEARERET.
7. | have finished three new projects, and | am sure | can apply my experience to this position.
HEBERH=1THNE, FEEREEHIFERAEEMIEL.

8. My graduate school training combined with my internship should qualify me for this particular

(o]

job. I am sure | will be successful.
REMAFOIILG, MEXITE, EREARXGIE. FMAEHERT.
9. The trait is needed in my current (or previous) position and | know | can handle it well.
EMERERER (%R LEMRERN, HAMERENSTEW.
10. | worked as a tutor after school. I & ER B EMERE.
11. | have been an assistant to the general manager. F #1122 IEBHIE,
12. | have been a production manager. Ffid & =2 &,
13. | have been a customer service coordinator. F I =R S HIE R
14. | have spent the last 3 years working specially in this field. | think | can bring a lot of experience
and knowledge with me.
BAEXNMURATIE3E, REHMEEXEMIRSERHHEE N,
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15. My favorite aspect of being a recruiter is the feeling of accomplishment you get when you

know you've made a good match.
EA— M BREEREESRN—AE, IRBEIREMN LN BRI L.
16. Your organization could benefit from my analytical and interpersonal skills.

BTN ABLNET, HRBMBENE.

BB

Watt:

Ann:

Watt:

Ann:

Watt:

Ann:

Watt:

Ann:

Watt:

Ann:

Watt:

Ann:

Do you have any sales experience?

Yes, | worked in a fashion shop as a
part-time salesgirl.

What kind of work are you doing now?
I'm working as an export sales staff
member for a foreign trading company.
Where are you working?

| work at Lianfu Foreign Trade
Company, Ltd.

How long have you been working there?

| have been working there since | left my
previous employer in 1996.

How many employers have you worked
for?

Three.

What work were you responsible for at
your previous work unit?

| was responsible for advertising design.
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