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CV Writing

Basic Elements of CV

1. Personal Information {EAZER

2. Education Background HEAS

3. Work Experience T{E#&ER

4. Awards and Achievements ZEIEK AL

5. Extra-curricular Activities #RIMNEE) / Volunteer Work FEILEE
6. Skills ¥¥%AE

7. Hobbies il / Interests IE#F (Optional)

8. Reference & A (Optional)

9. Others
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1. Personal Information /& A £/

+ English and Chinese full names Curriculum Vitae

Personal Particulars

* Gender
Name: Chan Tai Man
g Telephone: 2567 8983
.
Mobile number Mobile: 9506 2743
. Address: Flat D, 17/F, Supreme Complex, Shatin, N.T.
* Email address Email: chantaiman@gmail.com

e Residential address ?
e Photo ?
e Marital status ?

e Religion ?

2. Education Background ¥/ 52 =

* Study period
* Study institution and programme names

* Achievement (Academic qualification, i.e. GPA / DSE results?)

Education
Year of study Institution Achievement
9/2010-8/2014 Tung Wah College Bachelor of Business Administration (Marketing)

9/2003 -8/2010 Hong Kong Secondary School  F.7 graduated




11/29/2022

3. Work Experience _[ /F#55%

Year of employment

Company name

Position

Work type, i.e. full-time, part-time
Duties

Summer job / internship ?

Working experience
Year of employment  Company name

10/2010 - 7/2014 ABC Education
Centre
6/2010 - 8/2010 ABC Apparels

Post
Part-time
instructor

Part-time
Customer
Service
Assistant

Duties

To maintain class discipline

To handle enquiries of students
To Teach primary and secondary
students to finish assignments

Handle inbound customer telephone
{or email/ web chat) enquiries and
offer one-stop resolution

Understand customer needs and
provide comprehensive solutions to
retain and develop customer
relationships

Handle customer dispute cases with
care and professionalism and escalate
when needed

4. Awards and Achievements ZZ15 & L5

Year of award / achievement
Award / achievement name

Awarding institution

Awards and Achievements

Year of Award/Achievement Name of Award/Achievement Awarding Institution

2021 XYZ Award
2019 BNM Award

3 Institution
MN Institution
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5. Extra-curricular Activities ;%25 Z 2]/
Volunteer Work = 7 ;7 Z)

* Year
e Organization / Programme Name
e Position / Qualification

e Duties

Volunteer work experience
Year Organization
11/2005 - 8/2007 YWCA

Post

Volunteer

6. Skills %55

* Soft skills
- Problem-solving
- Leadership
- Teamwork

* Hard skills
- Language skills with extent
- Computer skills (software / app / tool)
- Typing frequency

Other competencies
Typing :
Word processing :
Language :

Caniji (30 wpm), English (40 wpm)
Microsoft Windows
English, Cantonese and Mandarin
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7. Hobbies ZZ{ / Interests /E4f
(Optional)

* Year
* Role / position

* Organization

Haobbies/Tnterests

Year Role / Position Organization
2014-2016 Member of Swimming Team XXX School

8. Reference ;£ (Optional)

e No. of reference ?
¢ Teacher / Professor
* Current or previous work supervisor

* Reference required information:
- Name
- Relationship to you
- Organization
- Contact information (email / telephone number)
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9. Others

* Availability (immediate / date)
e Current salary

e Expected salary

Availability
Immediate

Expected salary
$11,000- 12,000 (Negotiable)
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Tips of CV Writing

1. Be precise and consistent

2. Limit your CV to 1 or 2 pages

3. Set one-inch margin on all four sides

4. Use 1 or 1.15 line spacing

5. Use 11 or 12 point and an easy-to-read font type, i.e. Calibri, Times New Roman
6. Categorize your content as sections and give headers

7. Use bullet points

8. Use action verbs

9. Proofread your content

12
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Reverse
Chronological CV

* Most common

¢ Easy to read

Frank Shelby

er Electrician

Deperati masterclecreian wih 104 yeas exporienc i constuitn,reseeniland

Experience.
mi203. Master olectrician
prosent Mosak ik Clave, St Josegh MO
e contactplas e specctons:cne e diagrars,cabe
cond schematics and witg dageams

Personal Info
Adress

Stosepn, MO 84507
usa

Phone.
s 2671

* Suprvsc and assignod work 0 aprontces dectica epers, and ey
* Trined and meniored cectica apprentces.

crpanzed by implamenting th NEC safty reusons nd uidines.
 nta il sk panei. svAches, iy, ad gounieg s,
Key achievements:

ki comintrank.seanshey

Skills

Anabziog luspines

‘Schduiada 1opa panand suporise a eam of  speciss
 Supenisc an el vaing socram. oty vaned 1. aoprenics.

oumeyman maintenance slectrician
Mosai i Care, t Joseph MO

Incating varae faquency and BC speed convolequipnan:
 Canie o prevenive maerance on lctical cculs nd machinry.

Wiing @igrams.

Key achiovoment

consumpion coss by 240 wiout aflecing s ofcency.
Electrical helper

adesman rnstona, Overtand Pk, KS

+ Hlod il sl and conduls it and 1S cabls.

- Prepard cost osmates o matrls an sences.

Education
Z0s10-  Associate of Science in Electrical Technology
200707 Johsen Gounty Gommunity Colegs, Overand Park, K5
Certficates

201601 Confed Electcal nspectr - Maser (nterational Associstion of
Elcuiat nspectors)

Mentorng

Customer service

Languages.
Spanisn

Interests.

Astronomy (e ong subscribe of
Skyarelescope)

w007

Image

downloaded at zety
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Functional CV

¢ Creative

e Skill-based

Thomas

Blumenthal

FulcResos companies. Non-prof biogger at.

ntreste in

ew digtal PR sluions inckcing the automaizaton o custome relaiors via Al

based email campaings and chatbars.
Skills Summary

RESEARCH

A 0 work vith many kindsof cients ina wide varityoffekds. Excellent at

WRITING

Siited

cREATIVITY

‘SOCIAL MEDIA RELATIONS

Facebook, Twite,Instagram, Linkedin, Pineret, Tumbi, Googls.

TIME MANAGEMENT

{ask. Great at physica offce administraton and organizing papervok.

IS Experience

. s Public Relations Intern
—
[y—
2u506- Office Assistant
21506 gy ana athr Priaceinin, A

Education

201206 University of Pennsylvania, MA in Journalism and Social
08

Communications

Image downloaded at zety
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Christian Skills Summary
Hybrid =~

IT Manager

and App Development

Personal Info

Hybrid CV

e Apply for experienced senior

e by 25%.

eped increase Appe Now Yorkssales v

position

Experience

wizos- T Manager
s app

Zweos-  Senior IT Specialist

6209 Programmer

Education

200009-  MS in Computer Science, Distinction

BS in Computer Science

Image downloaded at zety
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Cover Letter Writing

16
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Cover letter shall include...

* Employer basic info
* Your contact info

* Date

* Subject - Job title, reference no.

* Opening - 1 paragraph; who you are, why you want the job

* Body paragraphs - 1-2 paragraphs; Details of your qualifications / achievements /

work experience / skill sets

* Closing paragraph - 1 paragraph; Re-emphasize your passion, capability, how you

suits the job, ask for interview, your contact

* Formal closing
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HEADING

SALUTATION

OPENING PARAGRAPH
Get them hooked
and make them read on

SECOND PARAGRAPH
Why you are the perfect
fit for the company

THIRD PARAGRAPH
Why the company is
the perfect fit for you

CLOSING PARAGRAPH

FORMAL CLOSING

POSTSCRIPT
% Seal the the deal

®f
o]
®l

HOW TO MAKE A PERFECT COVER LETTER?

Jane Redlock

Marketing Specialist

Flowervile, 061012017 Personal Info
Ms. Katherine Bloomstein Address
Head of Marketing 062 Magnolia Street

Flowerville, Ohio 55675
X¥Z Company

099 Peony Street
Flowervile, Ohio 55675

Phone
410.333.8888

E-mail

Dear Katherine, jane redlock@gmailcom

Linkedin
s a lifelong enthusiast of XYZ's marketing inatives, 1 was thrlled to see your posting for the

position of Digial Marketing Manager. 1 can help with XYZ's upt allenges. |

I national ' with budgets over $300,000.

Wnatis more, | have succeeded at expanding ABC'S client base by 19% since 2011,

In my current position at ABC, | have supervised all phases of our online marketing iniatives,

creaive, Last year, a nine product
websites for ABC's most strategic products and improve our SEO resuls as well s enhance the
UX. Here we are a year ater

+ Eight of the nine websites | optimized hay spotin the top 3 results

on Google. These are organic, non-pi 10: =

+ The incoming search engine taffc o all nine websites comprises 47% of the total organic
traffic for key terms and phrases.

' ’
healthcarerelated issues. This projectis a perfect match for my personal and professional
patents

my knowledge

oniine g

the
BC can xvz.

Kind regards,
Jane Rediock

P.S. — 1 would also value the opportunity to show you how my e-detaiing solutions orew the.
combined sales of three ABC flagship products by a record-breaking 13% in one year.

Image downloaded
at zety
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