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The Job Interview
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BhEE

Resume Preparation

e

ACETLE

—. E7Z{5 8 Basic Data

name birth date birth place
Y HAHE HA
age native place province
Fhe FR =
i autonomous . .
city region citizenship
X 4%
v B A

present address permanent address postal code

Elznpssils K AL R 2w vl
home phone office phone business phone
FEBE ZIYNEN ZIY/NERE]
marital status family status married
SRR ZEEANL [
single/unmarried divorced separated
S B T
health condition blood type ID card No.
TR m#y FOME=4S
date of availability available membership
o £ BR A [8] BE:/ER =R, B
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director

=

association

AES

domicile place

PR

motivated

T

resume
]

standing director
FEEE

accomplishments
At
over-time

SNTE

professional
B4t

office clerk
IVAEIP

—. Education #BE& =

secretary general
SRS
beyond
B
positive 2%
1
T
R X
iR
interview E%
graduated from &
b F E
:

education
=

curriculum

WA

educational
highlights
REEE S &R

courses taken
ARtz

social practice
FESEEk

educational
background

BERE

major
T

curriculum
included
REES

courses completed
HresiRie

educational history
FHh

minor

2

specialized courses

LR

special training
Rl
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=. Work Experience T1E&H

demonstrate design employment
A, =~E "t Ik
enlarge enliven enrich
K Bih ()
establish evaluation exploit
g (AF%) & RN, e o
b, s a4y, M HA& (BB, /=)
good at implement initiate
BT SR, SLiE 2, Fel
innovate job title justified
B, T BRA LUFAR; G Em
lessen well-trained working model
B (AR WEHA RN ST
M. Self-comment B iEM
adapted to able active
ENT BATH, 8&TW EEIM, AR
adaptable adroit aggressive
TR RIS, HLEH HHBUOH
alert ambitious amiable
PR B & IS
amicable analytical apprehensive
UM e N TNE0 BERIN
. audacious
aspiring Bt capable
/ia\/: NE ;I:/E'I»/li\‘ N ,:|7\, i B My 7_'_L\b N
BESW, BEAN T BREIM, BABE
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careful

VIS SERAER

competent

BEMHAER

candid charitable
IEEM TR

F. Other Information Ef{5 &

N
i

objective
B#R

job objective
TEBHR

position desired
HEERRAL

employment
objective
TEB#R

career objective
B B

position applied for position sought
FRIFER BEORER(Z

MITATINUT qof oYL, FE B} 3 4

A: I've sent my CV to dozens of companies but nobody has got

e

§ back to me.
% R TRZHER , IR —MHHEREH.
B: Perhaps your resume is not good enough.
IR IRNE RS ST BT,

<» A: Did you write a clear objective in your resume?
% RERE R HRRTS 7 KRR EE?

B: Of course.
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A: Could you do me a favor and proofread my resume before |

3 send it out?
@ BREHZA], REERITRN—TIG?
B: Sure, let me take a look.
HRAL, IEWEE

RHEHEEERITIR?
B: Could you give me some advice about my resume?
REEF B —TI?

%A: Is your resume correct and truthful?

A: Shouldn't everything | put on my resume have something to do

$ with my field?
@ HEHE AN RA A —EHS R R TSR XIE?
B: Not necessarily. | think HR want to see more of a well-rounded
person in a resume.
A—E. BARNASZHIHEMNERFEI— I 2ELRAAL.
sSm A How to write a cover letter that will get me interviews?
WM S —HRELL RIS T EIRM KERE?
B: Your RV should include what special skills you have.
RUEHTRNZE SREEN T ILI5,
wsn Al | guess first | should prepare a resume, right?
@ BIEEABRNZAESE—WER, 2727
B: Sure. You should include your name, address and phone
number in your resume.
B IRNZER A AR EERNEF. i BIESH.
A: Hello, | saw a job-seeking advertisement of your company in a
s newspaper, can you give me an interview?
ReF, ERABERKLBIMNIQSINIEET &, FATLCREIRIE?
B: Please send your resume by e-mail.
ERAB TR —HENEH.
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.5 A Please come to our company with your resume next Monday.
ib A T E— MR AR R1AE
B: OK, thank you.
Y, WAt

«in A Do you require an English resume?
TRINE RGBS HB?

B: Yes. You must give us an English resume.
2, RERATT—HBEXEH.

«n Al What's the length of resume?
HEBSK?

B: You'd better write down all the items on one page.
REIFEFERNETEHELE N — .

B | BRI ﬂ[\“

G R BRI R TR, FA S }
BRI sy A i

L BRI SRR, HAR (o W AR R,
| BRI, A RIS, S RAER AT |
. |
2 g, ATRBGEE, BT RRBERRES, B
AT AAIR R T ARE AT |
AN RS, MBEFEATER, B2, meE
| ERESE, |
R, BT MR A, RIS R
LR | sy e AT K |
S ORDGHETED | BB, Xre Tkt F A AR S |
|, e, WS SR T LRI T, X EH T AHETED, |

N
E

MITATINUT qof oYL, FE B} 3 4
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FHRIIE
Job Hunting

AILTTH

—. ERil{5 B Job Information

available vacant engage
=M =R h4
Personnel . . ..
holiday, vacation decision
Department e o
PNE-Eil 7 -
vacancy vacancy board part-time job
Z=Hr B SR
advertisement newspaper display board
= ety IR
job-seeking fee cheat
BT 2 H HOR
Labour Exchange,
M:rllstiy of\ Labour labour market Employment
o5 LE8 ( E1E: — Exchange
Department of lxﬁﬁ%’ BRA /4R ( 25
Labor) 77 £ :Employment
Bureau)
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N
E

MITATINUT qof oYL, FE B} 3 4

assembily line work
management full employment AIR T1E
AN A2 Z S YN 4 HHITF ( £7F :serial
production)
workshop handicrafts, crafts trade, craft
% g] T, 82 i1
fessi
P e33|_on, employment, job situation, post
occupation N
54 T1E VA=
ajob fill work permit
— Ik Y THEVFOUE
. application to engage, to
to apply for a job .
RER | 4Tk (for a job) employ
SKER &
work contract industrial accident
T1E HEERE HEINFE
occupational vocational ) .
. . vocational training
disease guidance B3|
Bl 555 RS A
retraining,
boss talent reorientation,
ZIR AA rehabilitation
Bl , Bl
— . ER{I Position
receptionist typist key puncher
B 7R B R 1
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stenographer
RICR

system analyst
ARE TR

public servant

NEHR

nation railroad man
E SRR R

saleswoman

ZIER

publisher
S5 UNA

secretary
MW
editor
IRl
talent
BEiR
photographer
=&l
novelist
UNVTE S
botanist
HEYFR

scientist
Blerx

telephone operator

B IR LR R

shorthand typist

L7 R

national public

servant
ERASR

tracer

/\ —_
23l

pilot

Foyh =2
SR

graphic designer

ELAREITR
policeman
interpreter
BEE
actor
EER
scholar
FH
playwright
JElfEZ
economist

philosopher
TER

programmer
e 5 A
office girl
ZILFER

local public
service employee
HITRER

illustrator
i
simultaneous
EA&EER
delivery boy
KRR
journalist
L&
director

B
~F/®

actress

N==j ==
==l

7~

translator
FPER
linguist

=
TaeF K

chemist
HF xR

politician

BUAF A

10
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