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000" O0O00O” 0000 What Shouid You Check before Recommending Yourself1.(O [0 [0 [0 A Brief
Introduction to the Recruiting Company2.[1 [0 [0 [0 The Name of the Recruiting Company3.00 [0 [0 [

[ Positions Being Offered4.00 O O O O O [0 Job Responsibilities and Qualifications5.[1 [0 00 O [ The
Remuneration Being Offered] [0 00 [0 0 0O 0O O O O O O O O What you have makes the cover letter attractivel.
“ 007 00000 Attractive Experience2.00 0 O O O O O ExceUem Education Background3.OO O [0 O O
O O Good Persomd Ability4.[0 00 00 O O O O Clear Reason for Employment5.00 O 0O O O O O Explicit Job
PanO0 00O O0O0OODODODODOOOOO OO Winning for impression: Focusing on forms1.00 O OO O O Layout
of Envelope2.00 O O O [ Layout of Cover Lette~Beginning3.[] (O (I O O O O Layout of Inside Address4.[1 (1 [
0 0O 0O O Layout of Body of Cover LetterT] 0 0 OO OO OO O OOO OO O Showing Your Hunting Sword
(0 Mainpoints of Writing Body of I-etterl.[] 0 ——0 [ O O Strong Competitiveness2.00 [0 ——[1 [0 [

[ Trying Your Best to Promotion3.0 0 ——0 0 0O O Gettingan Interviewd O 0 OO0 OO0 OO0OO0OOO" O
0" 0O 00O O Making a Beautiful Resumel.00 O 00 O O O O Proving Your Competitiveness2..0 [ O O O O

O Achievements Being More Convincing3..0 U O O O O O O Customize Your Resume for Each Job OpeningJ
OO0 D000000D0DOOHow to Make You Outstandingl.[0 O O O O O Apply for Project Manager2.00 [0 O
O O Apply for Guide3.OJ O 0 OO Apply for Editor4.[] O O O Apply for Accountant5.00 O O O O O Apply for
Public Relationship Girl6.00 O [0 O O Apply for Salesman7.00 O O O O O Apply for Chinese Teacher8.00 [0 O [
O O Apply for Administrative Assistant 9.00 O [0 O O Apply for Interpreter10.00 O O O Apply for Secretary11.[]
00000 O Apply for Office Manager12.00 O O O O O Apply for Manager13.00 0 O O O Apply for
Engineer14.00 O OO OO0 O Apply for Hotel Waiter15.00 OO O [0 [0 Apply for Statistician16.01 [0 T 00 O O O Apply
for Product Developerl7.00 OO OO OO0 O Apply for Pharmacist18.00 O O O Apply for Trader19.00 00 00 0 O O

[0 Apply for Soft Engineer20.01 [0 00 O O O O Apply for Broker
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00 O O [ 37. 6 years maintenance supervisory expe-rience in electricity wiring, mechanicalengineering, and so on.
[0 O 38. Who has work experiences in high-grade hotels, good sales skills and commu-nication, team spirit and
fluency in Eng-lish.[J [0 39. At least 3 years working experience inimport and export related business.[] [1 40.A
sales force that outdistanced itscompetitors in volume sold.[J [0 41. Experience working in
multinationalenvironment.[J [J 42. A position as data-processing managerthat will enable me to use my knowledge
ofcomputer systems.[J [0 43. An entry-level position in sales. E- ventual goal: Manager of Marketing De- partment.
[0 O 44. 3 years experience in personnel re- cruiting, screening and interviewing. O [ 45. 2 years or more working
experience as Customs Clearance Officer in an export o- riented manufacturing organization.[J [
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