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basic information
full name: xxx
height: 157cm
university one is graduated from jiangsu normal university:
professional category: finance and economics
contact telephone number:
gender: female
weight: 47kg
graduation year: 20xx
specialty: electronic commerce
address: xuzhou xx road no. xx
e-mail: age: 23
marital status: single
highest level of education: college
work experience: graduates
job search intention job: civilian class (assistant / secretary / administrative assistant)
education experience
in 20xx -20xx year studying in xuzhou normal university
electronic commerce professional work experience no
internship experience
had the mobile phone sales, drinks promotions, campus agent and various forms of network of part-time. accumulated certain experience, enhance personal communication.
training experience
skilled operation computer office software
self assessment
strong learning ability, good attitude adjustment. honest, positive enterprising spirit and the team cooperation spirit, has the good communication skills, adaptable, eat bitter and difficult challenge. optimistic and cheerful personality, interests, hobbies of dance and movement, friendly, has the certain organization management ability. to maintain the best condition in the work.
英文版个人简历范文
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Chinese Name:linyuan
English Name: Eddy Zhang
Sex: FEMale
Born: 6/12/86
University: zhongshan University
Major: Marketing
Address: 388#, zhongshan University
Telephone: 1368****451
Email:
Job Objective:
A Position offering challenge and responsibility in the realm of consumer affairs or marketing.
Education:
20xx-20_ Bejing University, College Of Commerce
Graduating in July with a B. S. degree in Marketing.
Fields of study include: economics, marketing, business law, statistics, calculus,psychology, sociology, social and managerial concepts in marketing, consumer behavior, sales force management, product policy, marketing research and forecast,marketing strategies.
1994-20xx The Middle School of Xi_an.
Social Activities:
20xx-20_ Secretary of the Class League Branch.
1994-20xx Class monitor.
Summer Jobs:
20xx Administrative Assistant in Sales Department of Xi_an Nokia Factory. Responsible for public relations, correspondence, expense reports, record keeping, inventory catalog.
20xx Provisional employee of Sales Department of Xi_an Lijun Medical Instruments & Equipment (Holdings) Company. Responsible for sorting orders, shipping arrangemeents, deliveries.
Hobbies:
Internet-surfing, tennis, travel.
English Proficiency:
College English Test-Band Six.
Computer Skills:
Microsoft office, Adobe Photoshop, etc.
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Resume
Name：
Birthday: July,1978PresidentLocation: Wuhan
Educational Status: UndergraduateMarriage: married
TelNo:E-Mail:
Self Assessment:
9 years work experience in foreign company, High teamwork spirit and responsibility, Good interpersonal communication and coordination skills, optimistic, self-initiative.
Application for:
Working Kind：Full-Time
Working Location：Wuhan, Hubei Province
Objective Position：Office Supervisor / Assistant、Financial or Administration Supervisor、Logistic Supervisor / Assistant etc.
Tips:
lFamiliar with PC operation, such as: Word、Excel、Access、PowerPoint and so on.
lKnow well working procedure of large-scale enterprise, possess strong expression and language ability.
lPossess financial knowledge and good at data analysis.
Work Experience:
1996-NowWuhan Coca-Cola Beverage Co., Ltd
Industry: Fast-consumable（Foods、Beverages、Cosmetics）
–NowManager Assistant of Production and Engine Dept.
lTo handle various documents．file management and department account.
lTo assist the boss to control various expenditures and HR plan.
lTo help boss to handle office administration and communicate with other departments and the government function dept. etc.
lTo arrange the boss’s routine and participate in organizing department meeting and annual conference.
–NowSupervisor of Imports and Exports
lTo be responsible for imports and exports of goods.
lTo effectively control the cost of customs clearance.
lTo communicate and establish good relation with customs and the government function dept. etc.
lTo handle the registration and annual audit of customs and so on.
20_-NowStatistician for External Reports
lTo be responsible for writing and analysis of external reports and supplying exact information for management.
20_-NowInternal Auditor Team Leader of TCCQS
lTo implement internal audit and management review, to supervise and follow-up continual Improvement
Assistant of Purchase Dept.
lBe responsible for drawing out purchase plan to meet with requirements and purchasing bases and parts of fountain machine.
lTo communicate and establish good relation with suppliers.
Education:
Zhongnan University of Finance and Economics & politics and law
Major in: Accountancy (Undergraduate/Bachelor )
Zhongnan University of Finance and Economics
Major in: Financial Accounting ( Junior College)
Training:
lSecretary and Administration Management Skills Training、Time Management Training、Effective Communication Training by Kerry Beverages Ltd.
lProfessional Amenity Training by Public Relation Academy of Renmin University of China
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sara
Sanford, MA, 34672
(697) 472-5730
Objective:
To work in the well known company as a computer operator and there by monitor and control numerous computer systems, equipments, peripherals and networks efficiently.
Education:
Bachelor of Computer Programming, XYZ Institute,1999
Professional Certifications:
Certificate in Tally, Sams Institute, 20_
Skills:
Expertise in installation of various software and operating systems namely UNIX, Windows.
Expertise in the usage of oracle database and MS office tools namely word, Power point, MS- Excel, Ms-Access
Knowledge and certification in Tally
Expert in using search engine tools and Internet.
Experience:
XYZ Company, Sep 20_ - Present
Employer Job-content
Compose & type correspondence.
Maintain record of incoming & outgoing correspondence.
Make reports, receive, take dictation, check files, records, & all the correspondence.
Submission of various statements related to reporting and monitoring after compilation of data on MS office.
All accounting work.
ABC Software Pvt. Ltd., Aug 20_ - Dec 20_
Computer Operator/Office assistant
Receive visitors, place calls and answers telephone enquiries.
Maintains records, files & other references materials and perform related clerical duties.
Search files, documents and maintain library for information.
Drafting of letters & Noting for approval of proposal.
Report preparation
Some sort of Data Entry related work.
All Company work in Word, Outlook Express, Excel, Photoshop, Scanning and Internet.
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department manager resume
Sara\'s Resume
Personal Data
Name:
Gender: Male
Address:**University,
Beijing 10056
Tel: (010)123456789
E-mail:
Career objective
To be employed by a transnational company in Beijing as a department manager.
Education
Guanghua Management College, Peking University, 1998--20_.
Beijing Jingshan School, 1992--1998.
Major
Business Administration
Summer Jobs
1999 Made personnel system reform plans for a large state-owned enterprise in Tianjin.
20_ Participated in planning the restructuring of several medium-sized collective enterprises in the suburbs of Beijing.
20_ Acted as an assistant to the manager of a multinational company in Beijing.
Extracurricular Activities
Captain of the Peking University basketball team from 1998 to 20_.
Won the university calligraphy contest in 1999.
Chairman of the Publicity Campaign
Commission of Peking University of Supporting Beijing\'s application for hosting the Olympics in 20_.
Won the title of anExcellent Leader of the University Student Council in 20_.
English
CET Band Six in 20_: 93 points
TOEFL in 20_: 658 points
GRE in 20_: 2328 points
Character
Ambitious, honest and reliable, easy to approach
Hobbies
Doing on-line reading and traveling
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1、中式简历
中式简历中，常常包括政治面貌、性格及身高体重等信息。如果中英文简历一起递交，建议中文简历中不写政治面貌。因为如果去外企工作，背景中的政治色彩越少越好，起码没有必要让老外知道。
性格是主观的东西，有经验的招聘人员从来不相信任何人写自己的性格，因为它不是硬性的东西，不象学历、技能。有些人如果认为公司要招聘一个比较活跃一点的，便会在简历中写性格开朗。有的是真的相信自己性格开朗，有的是觉得写上更好，其实没必要。
2、港式简历
香港出版的简历书写技巧书籍中都要求年龄、婚否、报纸的招聘广告中还要求求职者写上工资现状及预期工资，这些都属于隐私问题，美式简历则不要求提供这些信息。
3、英式简历
很接近港式，但个人资料没有港式说得那么多，篇幅长但不详细，我们这里不做过多评论。
4、美式简历
国际大公司中比较流行的是美式简历，是我们重点参考的样式，美式简历往往只有一张纸，书写格式却也不十几种，有些书籍甚至登载了上面种样本，我们这里只介绍美国大公司中最流行的一种，如华尔街的投资银行、国际咨询公司、工业公司、制造业公司、营销业公司等都采用这种式样，同时，我们也参考了三个名牌学样：哈佛商学院、沃顿商学院和哥伦比亚商学院的简历样本，式样大同小异，主要以哈佛商学院的为主。
1、招聘人员怎样鉴别简历？
好简历当然会被保留，如果背景又恰好是公司急需的，可能马上就会约见求职者，不好的简历就会被扔掉，事实上，不好的简历就会被扔掉，事实上，连看都不看，任何一个知名的大公司，每天都有成百上千人递简历。如果写得太差，根本就不值得保留，因为这些公司认为，一个人连自己的简历都写不好，将来进了公司，对行文质量不够；对内说件事情也不清楚，公司不需要这样的人，大家经常说大公司的人训练有素，实际上这也是其中一方面，即使不进大公司，简历写得不好，也会显得不懂基本格式，没有智慧。
2、TRIS。
Your resume is scanned,not read.（TRIS）。一方面简历要写得好，另一方面招聘人员看简历只是扫描式的，最初看也就是5秒种左右，第一印象不好就扔了，这会儿你就该问了：如果我写得好，短时间他看不出来怎么办？不用担心，他们是可以看出来的，因为招聘人员干的\'就是这一行，如果您怀疑他看不出来，说明两点：第一，您对招聘人员的工作性质还不了解。假设您是司机，经常走北京那么多胡同，自然就记住了，而一般人都觉得很难记。第二，说明你对行文格式，专业写作形象还不熟悉。美国很多职位很高的大老板，在看下属写东西时，一点点小错，哪怕只是换了一种字体，漏了一个逗号，多了一个空格都能及时指出来。说明他们眼很尖速度很快。另外，写的内容千万不要多，而且要控制在一页纸内。
3、简历中的任何字句，都有可能成为面试中的话题。
切记：只写有把握的，没有把握的不要写，要实事求是，千万不要夸张，外资公司是最忌讳撒谎的，一旦让他觉得你在撒谎，你就完全失去了进入这个公司的资格，比如说，你在简历中写了你会讲日语，实际上却只学过一点皮毛，那就得小心碰上懂日文的老外，虽然不一定会说中文，但会一两门外语的人大有人在，所以还是谨慎为妙。
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educate training background the english profession hear stronger english of the ability of read and write six classes
usage and maintenance of the calculator database the nation be second class
the secretary has the technical ability of secretary, assistant, masterly applied transact a software nation x-rated evaluate by one\'s own
1, more abundant advertisement plan, carry out and market marketing experience
2, stronger study ability
3, excellent organization, moderate and communicate ability the work experience
on august 2, 20_ up to now:the sea er whole kitchen department advertisement department
advertisement plan manager national and large activity, start practice of plan, performance
be responsible for shop front to manage a work everyday to april, 20_ true store of wei si long assistant in november, 20_ march, 20_:the sea er exhibition in kitchen hangzhou will be responsible for the cloth exhibition of the spot and join the exhibition of related affair
the responsibility describe:the item participates a person
the customer evaluate:good
march, 20_:the national monopoly store green experiences personally a large ctivity plan a performance
the responsibility describe:the representative director of the item
the customer evaluate:good
april, 20_:the sea er whole kitchen qingdao dun turns road flagship a store to start practice the plan and performance of project
the responsibility describe:the item participates a person
the customer evaluate:good
may, 20_:the whole country is green universal storm the large ctivity plan carry out
the responsibility describe:the representative director of the item
the customer evaluate:good
june, 20_:the national world cup jing guesses the plan and performance of activity
the responsibility describe:the representative director of the item
the customer evaluate:good
july, 20_:join the exhibition of the sea er whole green bo meeting in kitchen qingdao
the responsibility describe:the representative director of the item
the customer evaluate:excellent
july, 20_:the plan performance of the sea er whole ice great salon activity of_summer cool_ of the road flagship store of kitchen fuzhou
the responsibility describe:the representative director of the item
the customer evaluate:good
august, 20_:the whole kitchen of the _international sail boat match in the qingdao_ sea er join the exhibition
the responsibility describe:the representative director of the item
the customer evaluate:good
september, 20_:the plan performance of _the soufun house resides 100 webmaster of net line in qingdao_ activity
the responsibility describe:the representative director of the item
the customer evaluate:excellent
september, 20_:the sea er whole news conference of kitchen peking
the responsibility describe:the item participates a person
the customer evaluate:excellent
october, 20_:the sea er whole arched bridge road flagship store of kitchen shanghai starts practice a plan performance
the responsibility describe:the item participates a person
the customer evaluate:good
october, 20_:the national middle-class family kitchen appears on market the plan performance of activity
the responsibility describe:the representative director of the item
the customer evaluate:good
december, 20_:nanking zero formaldehydes appear on market the plan and performance of activity
the responsibility describe:the item participates a person
the customer evaluate:good
january, 20_:the plan which reside the profession sea south forum of bo ao in the chinese house
the responsibility describe:the item participates a person
the customer evaluate:good
april, 20_:zero formaldehyde kitchens in the qingdao, shanghai appear on market an activity
the responsibility describe:the representative director of the item
the customer evaluate:excellent other elucidation
compare stronger organization coordination ability and the team cooperation spirit, reaction nimble, diligent, vivid good at communicating with person, study ability strong.<>
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David SmITh
38 Western Street
Boston, MA 10084
(617) 278-6277
Education
1997-1999
1987-1991 HARVARD UNIVERSITY GRADUATE SCHOOL
OF BUSINESS ADMINISTRATION BOSTON, MA
Candidate for Master in Business Administration degree, June 1999. Member of Management Consulting, Entrepreneurship, High Tech and New Media, and Business of Sports Clubs.
MASSACHUSETTS INSTITUTE OF TECHNOLOGY CAMBRIDGE, MA
Bachelor of Science degree in Mechanical Engineering. GPA . Elected dormitory treasurer ($16,000 budget) and athletic chairman.
experience
1998
CHAINSHINE CONSULTING GROUP NEW YORK, NY
Summer Intern, International Department
Worked with client teams serving major international paper and industrial products manufacturer.
Analyzed product-costing process. Identified opportunities to improve accuracy of product costs by 5%.
Researched and reformulated procurement strategy for primary raw material input with team members. Constructed model demonstrating potential revenue increase of $15million.
Conducted client interviews and led focus groups as part of initial phase of re-engineering initiative.
Participated in two-week training program composed of 15 summer interns.
1991-1997
1997 CUMMINS ENGINE COMPANY COLUMBUS, IN
Technical Specialist, Automotive Customer Engineering Department
Pioneered and led the Market Segment Profile Project.
Characterized various market segments within Automotive Business Unit and laid foundation for future work in other Cummins business units.
Interviewed external customers to better understand both their spoken and unspoken needs. Collected detailed duty cycle data from end-user applications throughout the .
Developed standard market segment profile format with input from internal customers. Presented findings to engineering, marketing, and sales organizations for developing “value-packages” that give Cummins a comparative advantage in the marketplace.
1995-1997 Senior Engineer, Concept Design Division LONDON, .
Designed entire diesel engine architecture concepts for products beyond 20_.
Led design of virtual engine using Pro/Engineer computer aided design and finite element analysis tools.
Demonstrated use of industry-leading technologies to help meet future emissions standards and more stringent product performance, reliability, and weight targets.
Presented design concepts to senior management using quarter-scale stereolithography model.
1991-1995 Senior Engineer, Product Design Division TORONTO, CAMADA
Designed various diesel engine subsystems for new product development programs.
Led Cylinder Block Team in redesigning cylinder block for new engine platform program.
Concurrently engineered and integrated competing design requirements as part of cross-functional team.
Worked closely with suppliers and engine plant personnel to gain broad background in manufacturing processes.
personal Native speaker of English, fluent in French, some knowledge of Spanish. Extensive travel throughout East Asia. Enjoy basketball, tennis and ballroom dancing
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