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RICHARDANDERSON
1234,West67Street,
Carlisle,MA01741,
(123)-4567890.
OBJECTIVE:
SeekingapositionasanAccountingAssistantwheree__tensivee__.
CAREERPROFILE:
Detail-oriented,__tensivee__.
P,.
E__.
Highlytrustworthy,discreetandethical.
R,effectiveatmulti-tasking.
E__PERIENCE:
GlenDaraConstructionCo.,Cambridge,MA20_-Present
AccountingAssistant
P__penses.
M,.
MBudgets,Forecasting,Payroll,AccountsPayableandReceivable.
P__returnsforaudit.
C+employees.
Liasedwithbankers,.
StoneparkWebDesignInc.,Boston,MA1997-20_
AccountingAssistant
M,accountsreceivable,.
M__penses.
LancerIndustries,Copley,Boston,MA1995-1997
AdministrativeAssistant
M__ternalmailfunctions.
S-to-.
EducationalQualifications
Bachelor\'sDegreeinAccountingfromtheSuffolkUniversity,Boston,MAin1995
Certifications:CertifiedPublicAccountant(CPA)andCertifiedManagementAccountant(CMA)
COMPUTERSKILLS:
MicrosoftWord,E__cel,Access,PowerPoint,OutlookE__press,MicrosoftWindows__PandMicrosoftOffice__PProfessional.
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>personal information:
family name: YJBYS given name: YJBYS
date of birth: july 12, 1971 birth place: beijing
sex: male marital status: unmarried
telephone: (010)62771234 pager: 99900-1234567
e-mail:
>work experience:
nov. 1998- present ccide inc, as a director of software development and web publishing .organized and attended trade shows (comdex 99) .
summer of 1997 bit company as a technician ,designed various web sites . designed and maintained the web site of our pision independently from s electing suitable materials, content editing to designing web page by frontpage, photoshop and java as well ;
>education:
1991 - august 1996 automation, tsinghua university, .
achievements & activities:
president and founder of the costumer committee
established the organization as a member of bit
president of communications for the marketing association
representative in the student association
>computer abilities:
skilled in use of ms frontpage, win 95/nt, sun, javabeans, html, cgi, javascript, perl, visual interdev, distributed objects, corba, c, c++, project 98, office 97, rational requisitepro, process, pascal, pl/i and sql software
>english skills:
have a good command of both spoken and written english .past cet-6, toefl: 623; gre: 2213
>others:
aggressive, independent and be able to work under a dynamic environment. have coordination skills, teamwork spirit. studious nature and dedication are my greatest strengths.
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>Basic information
Real name: xx gender: female
Age: 25 years old height: 168CM
Marital status: unmarried registered residence: guiyang
Highest degree: bachelors working experience: 3-5 years
>objective
Recently worked position: preschool teacher
Expected work place: guizhou/guiyang city
Expected position: full-time
Expected salary: 4000 ~ 5000 yuan/month
Expected position: children education
Expected industry: education/training
>Skills talents
Skills: optimistic and optimistic and active and active and fond of singing and dancing
Education experience
Guizhou normal university (undergraduate)
Starting and ending date: September 20xx to July 20xx
School name: guizhou normal university
Professional name: pre-school education
Degree: bachelor degree
>Work experience
Bayley logical kindergarten - teacher
Starting and ending date: August 20xx to June 20xx
Enterprise name: baylei logic kindergarten
Position: teacher
Performance: excellent
Enterprise is introduced: YangBeiLei logic kindergarten - view the mountain lakes mark village head PoLing forest park is located in guiyang, 8 km from guiyang, gold-sun 4 kilometers, north highway 500 meters, surrounded by mountains all around, the kindergarten covers an area of 1500 square meters, spacious and bright teachers, comfortable bedroom, fully functional activity room, restaurant unique doll and the security of spacious outdoor activities, etc., let the children in a safe, healthy, comfortable environment, complete their life in the garden one day.
>Trained experience
Education department of guizhou provincial education department training - pre-school education
Starting and ending date: February 20xx to February 20xx
Training institution: the kindergarten name of the kindergarten in guizhou province
Training course: pre-school education
Training description: on February 23, 20xx in preschool education in guizhou Ren Zhenghui name director studio organization Qian Zhiliang _ascending children mature level, comprehensively improve the quality of farm between infant_ academic seminar, meter 8 hours a day.
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Richard Anderson
525 B Street
Suite 250
San Diego, CA-92101
714-567-098
twainmrk@
Career Goal
To seek a position of a telecommunication consultant in a company where my skills and abilities can be used.
Academic Background
Achieved certificate in telecommunications consultation from the Michigan University, Michigan in the year of 20_.
Achieved Bachelors Degree in Fine Arts from St. Paul College, New England in the year of 1998. Special emphasize was given in theater. Technical theater along with administration was other minors.
Obtained Professional Training
Obtained a special training on the technical theater.
Professional Affiliation
Obtained membership from the Telecommunication Consultants Society of New Jersey, New Jersey.
Selected as the president of the Telecommunications Professionals Association, New York.
Known Computer Programming Skills
Known Operating Systems: Windows9X, Windows20_, Windows ME, Windows XP, Windows Vista, Linux, Unix, MS DOS
Known Office Package: Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint, Microsoft Outlook Express
Known Programming Language: Pascal, Turbo Pascal, C, C++, Java, Java Swing, Python
Professional Excellence Summary
Have in depth knowledge in the respective subject.
Self-motivated, devoted and decisive management personnel.
Have ability in taking up new theories as well as responsibilities.
Professional Background
20_- Present date: Work as the senior consultant for Sabbath Communications, New York with some of the following responsibilities
Work as the in charge for ventures coping with specification formulating, vendor bids reviewing along with system references.
Produce reports coping with economical cash and analysis along with cost-benefit study.
In charge of inventory as well as facility validations of networks and systems.
Pact with various universities along with governmental agencies with reviews, departmental interviews for analyses and requirements, site surveys and vendor meetings.
20_- 20_: Worked as the account executive for the Comet Inc, Washington with some of the following responsibilities
Constantly cover quota.
Provided necessary assistance in some developmental curriculums such as customer service representative program, telemarketing program and consumer training program.
Worked as the in charge for network sales, network services, network facilities as well as territorial management.
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xxx
身高：177cm
性别：男
就业时间：
民族：汉族
学历：硕士
出生年月：XX
所学专业：英语
籍贯：上海市现居住地：北京市
婚姻状况：未婚
求职意向
期望工作性质：全职
期望工作地点：北京市
期望工作行业：教育培训
期望工作职位：英语教师、课程设计
期望工作待遇：面议
到岗时间：面谈
工作经验
20xx /7——至今：英国中央XX大学
外国语学院中英同传硕士生导师
负责教授并制订中英同声传译、交替传译、商务口译、模拟会议、公众演讲等课程。
20xx /9——20xx /2：XX高级中学
英语教研组中学教师
担任班主任兼英语老师，负责班级教育教学工作。深入学生当中，了解其身心健康状况，及时处理学习生活中出现的不利于学习的因素，使学生能够全身心投入学习，架起学校和家长之间沟通桥梁，齐心协力，共同培育学生，使学生能够健康地学习与成长。多次被家长评为“值得信任的老师和班主任”，先后被学校评为“优秀教师和班主任”。
教育背景
20xx /9——20xx /11英国索尔福德大学英语硕士
20xx /9——20xx /7上海外国语大学英语本科
1999 /9——20xx /7上海大学英语大专
技能证书
毕业证书、学历证书、英语专业八级证书、英国皇家特许语言学家协会口译员资格证书、英国曼彻斯特市政府注册译员资格证书、联合国同声传译见习证书、日语二级证书。
我是一个乐观向上的人，喜欢旅游和摄影，也喜欢一个人窝在家里听歌看书，得空的时候会和朋友去健身；
在国外的学习环境中学到了很多不同的先进的思想和教育理念，非常希望能够在自己的教育事业中实践；
但是几年的游子生活也让我深切的体会到故乡的概念，所以回到国内就再也不会走了，希望有一个稳定的工作，过起自己的生活。
选择我，就是选择一个美好的惊喜！
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>PERSONAL DETAINS
Name：Junjun Du
Gender：Male
Birthdate：May 25, 19xx
Birthplace：Harbin
Married ：No married
Phone：（8610）6201-1234
Fax：（8610）6201-7895
E-mail：xxxxxxxxxxxxxx
Address：, Beisanhuan Road, Xicheng District, Beijing 100029, China
>OBJECTIVE
An accounting position offering the opportunity to utilize my professional financial expertise,extensive business experience, and ability on a worldwide basis.
>SUMMARY OF QUALIFICATIONS
*Accountant and Administrative Manager of mediun-sized motor components manufacturing and distribution company serving national and international markets.
*Hands-on experience with firm of certified public accountants and auditors.
*Certified public accountant and auditor.
>PROFESSIONAL EXPERIENCE
1998 LISMORE SHIPPING CO.,LTD.,Loretta,PA
>Accountant
*Managed,developed,and maintained all aspects of finance,accounting,foreign exchange dealings,marketing,and data processing of company and its overseas offices in London and New York *Controlled budget,cash flow,and capital expenditure
*Reviewed, analyzed, and evaluated finances and securities pertaining to advances and shipping for client base of about 200.
*Established and maintained close relationships with bank executives,auditors,and attorneys,ensuring compliance with all regulatory bodies.
20XX-20XX RABINO PRODUCTS, Meadville, PA
>Accountant
*Developed and implemented corporate and project-oriented financial strategies.
*Provided financial overview and leadership for all major operating considerations and activities, including development of business and profit plans.
*Controlled line management for all accounting,production costing,EDP,and financial functions.
20XX-20XX MANNINGS,DAWE,AND BOND,Pittsburgh,PA
>Auditor
*Auditor private companies,listed companies,partnerships,and inpidual businesses.
*Prepared financial statements and schedules.
>EDUCATION
UNIVERSITY OF PENNSYLVANIA, Philadelphia,PA
Bachelor’s Degree,with major in Accountancy,Marketing, and Business Finance,20XX
Summary of qualifications highlight candidate’s strengths.
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Fidel Michaels
60 W. 12th Street,
New York, NY 10011
212-229-5193
Title: MBA Finance with more than seven years of e__perience with handling of mutual funds and trading in primary market
Career Objective
Seeking a challenging and rewarding position with a financial service company engaged in managing mutual funds and other investments.
Skills Summary
Cognizant with all laws, regulations, and standard operating procedures related to the financial world
E__cellent integrity, interpersonal, and time management skills
Fine team player, diplomacy, organization, professional management, and diplomacy
Course work, internship, and relevant training in financial management
Computer Skills: Basic, Lotus 1 2 3, WordPerfect, d-Base III
Employment Highlights
Finance Manager with Secura Investments, New York, NY from 20_ till date, where the responsibilities involve:
Making arrangements for medium and long term finance for new companies and those established companies seeking to e__pand or persify their business
Managing the portfolios of retail clients
Advising investor clients with mutual funds
Assistant Finance Manager with InvestMart Investments Inc., New York, NY from 1998 to 20_, where the responsibilities involved:
Understanding the requirements of retail clients and advising them on the appropriate course of investment
Managing the portfolios of retail as well as major client investors
Some e__perience with dealings of the secondary market
Intern Finance Manager with Major Finance Corporation, New York, NY during 1997 - 98 where I learned all the fundamentals of regulations and operations of stock market and the interpersonal skills needed to deal with investors
Educational Qualifications
Bachelor in Business Administration from the New York University, NY in 1995
Master in Business Administration from the New York University, NY in 1997
Finance Course Work and Training:
Corporation Finance
Investment Strategies
Stock Market Fundamentals
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>1．中式。
如果中英文简历一起递交，建议中文不写政治面貌，因为如果去外企工作，背景中的政治色彩越少越好，起码没必要让老外知道。
性格是一个主观的东西，有经验的招聘人员从来不相信任何人自己写的性格，因为它不是一个硬性的东西，不象学历、技能。有些人如果认为要招聘一个比较活跃一点的，便会在简历中写性格开朗，有的是真相信自己性格开朗，有的是觉得写上开朗更好，其实没必要。
身高体重，向外资求职时，就不必写了，因为属于特别隐私性的内容，写了显得不了解国外文化。
>2．港式。
香港出版的.简历书写技巧书籍中都要求写年龄、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．美式。
国际大公司中比较流行，一页纸，是我们重点参考的样式。美式简历书写格式也有十几种，有些书籍登载了上百种样本，但我们所介绍的式样是美国大公司中比较流行的，如华尔街的投资银行、大的咨询公司、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校--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，这里主要以哈佛商学院的为主。
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name: gender: female
age: height: 165 cm
marital status: single address: qingzhoushi
job objective
expect post properties: full-time
expected monthly salary: 1500 ~ XX
expect engaged in post: clerk/secretary, file manager, computer operator, warehouse storage, warehouse administrator, warehouse management, inspector, production clerk
expect engaged in industry: electronic technology/semiconductor/integrated circuit, machinery/equipment/heavy industry, property management/business center, electric/hydraulic/new energy, other industries
education experience
start-stop years: august
the school name: yantai automotive engineering vocational college
professional name: automobile manufacture and assembly technology
degree: college degree
work experience
start-stop date: in november XX
enterprise name: yantai vector battery auto parts co., ltd
in position: quality inspector
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Name:______
Address:
Tel:
SUMMARYOFQUALIFICATIONS
O,__perience.
C:Lotus1-2-3,Ta__wareSystems,IBMPC,andMicrosoftword.
ProficientinSFrench.
Self-motivated;-
EDUCATION
UNIVERSITYOFVIRGINIA,Charlottesville,VA
UNIVERSITYOFMADRID
GraduateSchoolofSpanishLiterature,1982
UNIVERSITYOFRICHMOND,Richmond,VA
Bachelorofarts,arts,modernlanguages,
PROFESSIONALE__PERIENCE
20_-presentKENDALLMANAGEMENTGROUP,Richmond,VA
Controller
StaffAccountant
Prepareinpidual,corporate,.
1983-20_ASHLANDAUTHORITY,Ashland,VA
AssistantTerminalAgent
F\'squalifications.
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姓名：国籍：中国
无照片
目前所在地：广州民族：汉族
户口所在地：广州身材：164 cm 50 kg
婚姻状况：未婚年龄：24 岁
培训认证： 诚信徽章：
求职意向及工作经历
人才类型：普通求职
应聘职位：跟单员:跟单/单证操作 财务类 财务文员 贸易类 跟单/单证操作
工作年限：1职称：无职称
求职类型：全职可到职-随时
月薪要求：1500--20xx希望工作地区：广州 广州 广州
个人工作经历：
20xx年3月至8月 广州飞虎运输代理有限公司 文员/跟单
20xx年8月至20xx年11月 广州丰一国际贸易有限公司 文员
教育背景
毕业院校：广东经济管理学院
最高学历：大专毕业-20xx-02-01
所学专业一：商务管理所学专业二：
受教育培训经历：★ 1990年9月至1997年7月就读于广州市天河区棠东小学
★ 1997年9月至20xx年7月就读于广州市第十八中学
★ 20xx年9月至20xx年7月就读于广州市天河职中
★ 20xx年2月至20xx年1月就读于广东经济管理学院
语言能力
外语：英语 一般
国语水平：精通粤语水平：精通
工作能力及其他专长
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xxx
国籍：中国
目前所在地：白云区
民族：汉族
户口所在地：山西
身材：160 cm kg
婚姻状况：未婚
年龄：23岁
培训认证：
诚信徽章：
求职意向及工作经历
人才类型：应届毕业生
应聘职位：教师：中学英语教师、外语翻译：外语翻译、贸易：外贸业务
工作年限：0职称：无职称
求职类型：全职可到职日期：随时
月薪要求：20xx——3500希望工作地区：广州珠海深圳
个人工作经历：
教育背景
毕业院校：山西大同大学
最高学历：本科毕业日期：20xx—06—01
所学专业一：英语教育所学专业二：
受教育培训经历：
起始年月终止年月学校（机构）专业获得证书证书编号
20xx—09 20xx—06大同市天镇一中高中毕业证
20xx—09 20xx—06山西大同大学英语教育毕业证
语言能力
外语：英语优秀
国语水平：优秀粤语水平：一般
工作能力及其他专长
英语水平：
20xx年通过英语专业四级考试；
英语基础扎实，熟练掌握英语知识，英语口语流利。
计算机水平：
熟练掌握并使用Word，Excel，PPT等计算机软件；
获得计算机Visual Foxpro二级证书。
实习实践：
在朔州市新剑桥英语学校兼职英语教师一年；
大学期间一直做兼职家教，并获得学生和家长的好评。
详细个人自传
担任职务：在班里担任生活委员
获奖情况：获得三好学生
自我评价：
本人性格开朗，具有亲和力；热爱学生，热爱教师职业；吃苦耐劳，积极进取；有爱心，责任心强。
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Personal Information:
Name：Junjun Du
Date of Birth：July 12, 19xx
Birth Place：Beijing
Sex： Male
Marital Status：Unmarried E-mail：root@jian-li. Nov. 1998- present CCIDE Inc
－as a director of software development and web publishing . Organized and attended trade shows (Comdex 99) . Summer of 1997 BIT Company
－as a technican , designed various web sites . Designed and maintained the web site of our pision independently from s electing suitable materials, content editing to designing web page by FrontPage, Photoshop and Java as well. Education:
Aug. 1991－Sept. 1996 of Automation, Hainan University, . Achievements & Activities:
President and Founder of the Costumer Committee
Established the organization as a member of BIT
President of Communications for the Marketing Association
Representative in the Student Association Computer Abilities:
Skilled in use of MS Frontpage, Win 95/NT, Sun, Javabeans, HTML, CGI, javascript, Perl, Visual Interdev, Distributed Objects, CORBA, C, C++, Project 98, Office 97, Rational RequisitePro, Process, Pascal, PL/I and SQL software English Skills :
Have a good command of both spoken and written English .Past CET-6, TOEFL:623;GRE: 2213 Others :
Aggressive, independent and be able to work under a dynamic environment . Have coordination skills, teamwork spirit. Studious na ture and dedication are my greatest strengths
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