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1.ä»€éº¼æ˜¯C.Vï¼Ÿ
C.Væ˜¯"curriculum
vitae"çš„ç¸®å¯«ï¼Œå…¶å¯¦å°±æ˜¯è‹±æ–‡ç°¡æ·ï¼Œèˆ‡"Resume"ä¸€è©žçš†æ˜¯è‹±æ–‡å±¥æ·è¡¨çš
„é€šç”¨èªžï¼Œå»ºè°æ±‚è•·è€…è‹¥æœ‰å…¬å•¸è¦•æ±‚å¯„é€•C.Vçš„è©±ï¼Œå‰‡å•¯å¯„é€•æ¯”ä¸€èˆ
¬Resumeæ›´ç‚ºç°¡çŸçš„ç°¡æ·è¡¨ã€‚

2.Cover Letteræ’°å¯«
ç•¶æº–å‚™å¥½äº†å€‹äººå±¥æ·è¡¨ã€•è‡ªå‚³å•Šç›¸é—œæ–‡ä»¶ä¹‹å¾Œï¼Œä½ å°±ç›´æŽ¥å°‡é€™
äº›è³‡æ–™å¯„å‡ºåŽ»å—Žï¼Ÿå…¶å¯¦æœ€æœ‰ç¦®è²Œçš„ä½œæ³•ï¼Œé‚„æ˜¯è¦•é™„ä¸Šä¸€å°•"Co
ver
Letter"ï¼Œå•³æ‰€è¬‚çš„æ‡‰å¾µå‡½æˆ–è‡ªè–¦ä¿¡ï¼Œç°¡å–®çš„èªªæ˜Žè‡ªå·±å¾žä½•è™•å¾—
çŸ¥è©²å…¬å•¸å¾µæ‰•çš„è¨Šæ•¯ï¼Œä»¥å•Šæ‡‰å¾µè©²è•·å‹™çš„åŽŸå› ï¼Œä¸¦å®¢æ°£çš„è«‹æ
±‚å…¬å•¸ä¸»ç®¡è©³è®€å€‹äººè³‡æ–™ä¸¦æ••ä¾›é•¢è©¦æ©Ÿæœƒï¼Œé€™æ¨£çš„ä½œæ³•æ‰•ä¸•
æœƒè®“æ±‚æ‰•å…¬å•¸è¦ºå¾—çª•å…€æˆ–æ²’æœ‰ç¦®è²Œã€‚è€Œé€™ä»½æ–‡ä»¶çš„æ’°å¯«ï¼
Œå•ªè¦•æ¯”ç…§ä¸€èˆ¬å•†ç”¨æ–‡æ›¸çš„æ ¼å¼•èˆ‡æ›¸å¯«åŽŸå‰‡å•³å•¯ã€‚ 

ç¯„ä¾‹ä¸€
Dear Mr. Lee:

Having heard that the situation of a cashier in your office is vacant. I wish to offer my service for it. 

I am 25 years of age, and have worked for fifteen months in a similar position for ABC Co., Ltd.,
Taipei. I left them solely becuse they made a reduction in their establishment. 

I hope to have the pleasure of your granting me an interview. 

Very truly yours,
Gary Chen. 

ç¯„ä¾‹äºŒ
Dear Sir:

I have learned from a friend that there is a vacancy in the YK Grammer
School, and I wish to apply for the position. 

I graduated from Harvardy 1982. For the last three years I have been teaching chemistry at
Chung-wha High School, in Taichung city. I am also per-mitted to refer to Professor John Powell, of
the Education Department at the Taipei Normal College. 

I should welcome a personal interview at your convenience and enclosing a brief personal history. 
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Sincerely yours,
Tom Lee. 

3.è‹±æ–‡å±¥æ·æ’°å¯«åŽŸå‰‡èˆ‡å»ºè°
è¨±å¤šæ±‚è•·è€…æœƒèª¤èª•ç‚ºå¤–å•†å…¬å•¸éœ€è¦•é•žå¸¸å¼·çš„å¤–èªžèƒ½åŠ›æ‰•èƒ½å¤ åŠ å
…¥ï¼Œå› æ¤ä¸€çœ‹åˆ°å¤–å•†çš„å¾µæ‰•å•Ÿäº‹ä¸Šä½ˆæ»¿å¯†å¯†éº»éº»çš„è‹±æ–‡å—æ™‚ç¸½
æœƒé€€æ¥ä¸‰åˆ†ï¼Œä½†äº‹å¯¦ä¸Šï¼Œåœ‹å…§å¤§å¤šæ•¸çš„å¤–å•†å…¬å•¸çš†æœƒè•˜ç”¨æœ¬
åœ‹ç±•çš„ä¸»ç®¡æ“”ä»»è² è²¬äººï¼Œä¸”å¤§éƒ¨ä»½çš„å¤–å•†å…¬å•¸ä¹Ÿæ²’æœ‰æƒ³åƒ•ä¸ã€Œå¤
–èªžå¤©åœ°ã€•èˆ¬çš„éœ€è¦•æ¥µå¼·çš„è‹±æ–‡èƒ½åŠ›æ‰•èƒ½æº•é€šï¼Œä½†æ˜¯ï¼Œç”±æ–¼å
¤–å•†å…¬å•¸åœ¨æŸ•äº›æ™‚å€™éœ€è¦•èˆ‡å¤–ç±•ä¸»ç®¡æˆ–å®¢æˆ¶è•¯çµ¡ï¼Œæ‰€ä»¥åŸºæœ¬ç
š„è‹±æ–‡å°•è©±èƒ½åŠ›èˆ‡æ›¸ä¿¡èƒ½åŠ›æ˜¯å¿…è¦•çš„ï¼Œé‡•é»žæ˜¯åœ¨æ–¼æº•é€šé•Žç¨‹ä¸ä¸•
è‡³æ–¼ç”¢ç”Ÿæ¥µå¤§çš„èª¤å·®å•³å•¯ã€‚
è€Œæ’°å¯«è‹±æ–‡å±¥æ·èˆ‡è‡ªå‚³ï¼Œå…¶å¯¦å•ªè¦•æŽŒæ•¡å¹¾å€‹åŸºæœ¬åŽŸå‰‡ï¼ŒæŠŠè‡ª
å·±çš„WORK
EXPERIENCEä»¥å•ŠEDUCATIONç‰è³‡æ–™è©³ç´°äº¤ä»£ï¼Œç›¸ä¿¡é›‡ä¸»å°±èƒ½å¾ˆæ¸…æ¥š
çš„çžè§£ä½ æ˜¯ä¸•æ˜¯ä»–å€‘æ‰€è¦•çš„äººæ‰•äº†ã€‚

ä»¥ä¸‹æ••ä¾›å¹¾å€‹å»ºè°èˆ‡åŸºæœ¬åŽŸå‰‡ä¾›å•ƒè€ƒï¼š 
*æ³¨æ„•å±¥æ·è¡¨èˆ‡è‡ªå‚³çš„ç‰ˆé•¢å®‰æŽ’æ˜¯å•¦æ¸…æ™°æ˜“è®€ã€•å—æ•¸æ•°ç•¶ 
*é‡•å°•è‡ªå·±èˆ‡æ‡‰å¾µè•·å‹™æœ‰é—œçš„å°ˆé•·èˆ‡ç¶“æ·å•šç™¼æ•® 
*å¤ªé•Žç´°ç¯€çš„å€‹äººè³‡æ–™å•¯è¦–æƒ…æ³•çœ•ç•¥ï¼Œå¦‚è–ªè³‡ã€•èº«é«˜é«”é‡•ã€•èˆˆè¶£ç‰ 
*æ£ç¢ºä½¿ç”¨æ–‡æ³•ï¼Œè©žå½™èˆ‡èªžå•¥ç°¡å–®æ˜Žçžå•³å•¯ 
*é•©ç•¶çš„è¡¨ç•¾è‡ªä¿¡ï¼Œä½†æ‡‰é•¿å…•é•Žæ–¼è‡ªæˆ‘ï¼Œå¦‚"I
...."é–‹é çš„èªžå•¥å‹¿ä½¿ç”¨å¤ªå¤š 
*å•¯è«‹ä»¥å‰•çš„ä¸»ç®¡æˆ–å¸«é•·å¯«æŽ¨è–¦ä¿¡ä½•è‰è‡ªå·±çš„èƒŒæ™¯èˆ‡èƒ½åŠ› 

4.é‡•è¦•æ¬„ä½•å••è©ž 
*JOB OBJECTIVEã€•JOB TARGETã€•POSITION DESIRED
ç°¡å–®èªªæ˜Žæ‡‰å¾µçš„è•·å‹™å••ç¨±å•³å•¯ï¼Œå¦‚"Product
Manager"ï¼ˆç”¢å“•ç¶“ç•†ï¼‰ã€•"Assistant"ï¼ˆåŠ©ç•†ï¼‰ã€•"Sales
Representative"ï¼ˆæ¥å‹™ä»£è¡¨ï¼‰ä»¥å•Š"Software Engineer"ï¼ˆè»Ÿé«”å·¥ç¨‹å¸«ï¼‰ã€‚ 
*PERSONAL DATA
æ‡‰æ¢•åˆ—å¼•é€•ä¸€èªªæ˜Žï¼Œä¸»è¦•åŒ…æ‹¬å€‹äººåŸºæœ¬è³‡æ–™ï¼Œå¦‚Nameã€•Present
addressã€•Telephoneã€•ZIP Codeï¼ˆéƒµé•žå•€è™Ÿï¼‰ã€• Date of
birthæˆ–Bornï¼ˆç”Ÿæ—¥ï¼‰ã€•Marital statusæˆ–Marr- iageï¼ˆå©šå§»ç‹€æ³•ï¼‰ã€• Language
skillsï¼ˆèªžè¨€èƒ½åŠ›ï¼‰ã€• Heightï¼ˆèº«é«˜ï¼‰ã€•Weightï¼ˆé«”é‡•ï¼‰ã€‚ 
*EDUCATIONã€•EDUCATION & TRAINING
æ‡‰ç”±æœ€è¿‘ç•¢æ¥åˆ°æœ€ä¹…ä»¥å‰•æ›¾ç¶“å°±è®€é•Žçš„å¸æ ¡åŠ ä»¥èªªæ˜Žï¼ŒåŒ…æ‹
¬Major
Coursesï¼ˆä¸»ä¿®ï¼‰ã€•Collegeæˆ–Universityï¼ˆæ ¡å••ï¼‰ã€•Degreeï¼ˆå¸ä½•ï¼‰ä»¥å•Šèµ·è¨
–å¹´ä»£ï¼Œæœ€å¥½ä»¥æ¢•åˆ—å¼•è¡¨é•”ã€‚ 
*WORK EXPERIENCEã€•WORK HISTORY
ä¹Ÿæ˜¯ç”±æœ€è¿‘çš„å…¬å•¸åˆ°æœ€ä¹…ä»¥å‰•ä»»è•·çš„å…¬å•¸æ¢•åˆ—å¼•èªªæ˜Žï¼ŒåŒ…æ‹¬
æ¯•ä»½å·¥ä½œçš„æ™‚æœŸã€•å…¬å•¸å••
ç¨±ä»¥å•Šè•·å‹™å••ç¨±ã€‚ 
*SKILLSã€•WORKING KNOWLEDGEã€•ACCOMPLISHMENT
ä»¥æ¢•åˆ—å¼•èªªæ˜Žè‡ªå·±çš„å°ˆé•·ã€•å•—é•Žçš„è¨“ç·´ä»¥å•Šé•ŽåŽ»çš„è²¢ç•»ï¼Œå•¯ä¾•å•„é …
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ç›®çš„é‡•è¦•æ€§æˆ–èˆ‡æ‡‰å¾µè•·å‹™é—œä¿‚çš„ç¨‹åº¦å…ˆå¾Œé †åº•åŠ ä»¥èªªæ˜Žã€‚ 
*AUTOBIOGRAPHY
è‡ªå‚³å…¶å¯¦æ˜¯å€‹äººèƒŒæ™¯ä»¥å•Šå¸ã€•ç¶“æ·ã€•å°ˆé•·çš„é™„åŠ èªªæ˜Žï¼Œå•ªè¦•å……åˆ†æ
˜Žç™½çš„è£œå……æˆ–å¼·èª¿è‡ªå·±çš„å„ªé»žèˆ‡æƒ³æ³•å•³å•¯ï¼Œä¸•éœ€è¦•é•·ç¯‡å¤§è«–æˆ–ä½
¿ç”¨é•Žæ–¼è‰±æ·±çš„èªžå•¥ã€‚ 
*REFERENCES
å•¯ä»¥è£œå……ä¸€å…©å€‹é•ŽåŽ»çš„ä¸»ç®¡æˆ–å¸«é•·çš„è•¯çµ¡æ–¹å¼•æˆ–é›»è©±ï¼Œè«‹ä»–å€‘ä
½•è‰è‡ªå·±çš„å°ˆé•·èƒŒæ™¯èˆ‡èƒ½åŠ›ã€‚ 

source from:
http://schoolasp.104.com.tw/channel02_4.htm
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