演講主題：英文履歷自傳撰寫技巧
演講日期：民國95年5月3日

主講人：萬寶華企管顧問公司侯偉倫協理

演講內容：

· Agenda
· 自我認知 / 自我期許、分析、充實
· 自我表現－履歷表的準備 

· 實務分享

· Alice in the Wonderland
愛麗絲: 請告訴我  從這我該怎麼走?
貓咪: 你要往哪去?
愛麗絲: 去哪裡都可以
貓咪: 哪你朝哪兒走都無所謂了……
· Goal
1. 沒有目標→ 很糟
2. 有目標但時時不一致→ 一樣糟

3. 有目標目標一致但目標是錯的→ 更慘
4. 作對選擇比努力更重要
· Right choice + Hard working = Excellent

· Right choice + Normal work = Normal

· Wrong choice + Hard working = Difficult

· Wrong choice + Wrong attitude
 = Failure

· Examples
· Strengths
· Weaknesses

· Characteristic

· Personal goal

· Motivation

· Interest

· Level of flexibility

· Learning curve

· Career development plan

· Area for improvement

· Area to explore further for future
· Application Package
· 求職信 (Cover Letter)
· 中/英文履歷

· 中/英文自傳

· What is a “resume”?
· When should you use a resume? 
in respond to a job advertisement when you have gathered much information as possible…
· How much time will someone spend reading a resume?

· How long should a resume be?

· How often will you rewrite your resume? 
Rewrite/ tailor you resume each time you use it to suit the particular purpose

· 1st draft needs about 2 days and later 1 hour for tailoring

· What should it include?
· 您是誰
· 您的專業技能

· 您的學經歷背景

· 您的成就

· 您的職涯目標

· What should be left out? 
· Irrelevant information
· Reasons for leaving jobs

· Salary

· Months of employment- too much detail

· Names of referees
use“referees”available upon request

· Photographs

· Political and religious affiliations

· Hobbies interests：unless directly related to objective
Any other information that is likely to screen you out e.g: Age

· Don’ts for Resume
· 不實資訊
· 過度誇大或語意不清

· 字跡潦草或錯別字

· 未留連絡電話 email 或地址

· 結構鬆散 無組織力

· Key Points
· Make it relevant
· Make your point quickly

· Be honest

· Your resume is only good as the verbal presentation that supports it

· Using bullet points

· Avoid color paper

· Keep the look simple

· Cover Letter Example：
Dear Mr./Ms. XX:  


I am writing in reply to the classified ad seeking to fill the position of Graduate Student Advisor for the Master of Arts in Liberal Studies degree program. 



I have been awarded the degree of Master of Arts from XXXX so I understand the need for academic advisement and program planning in a nontraditional higher education environment.  I have also experienced first-hand the comforting effect of being able to contact an adviser who genuinely cares for the success of students. 
During my career as an electrician I was elected Chairman of the Executive Board which sat as the union’s representatives to the apprenticeship advisory board.  In this capacity I was able to be an effective advisor to apprentices who were experiencing scholastic problems which threatened their future in the industry; especially to older apprentices who were seeking a career change and had problems adjusting to the obligations of work school and family life.  



I believe my educational background in nontraditional post-graduate education and my work related duties of counseling and advising students enrolled in learning programs qualifies me for consideration for the position of Graduate Student Advisor.  I look forward to discussing how my skills can be of value to XXX as it prepares to move into the new millennium. 



Sincerely 



XXX
Resume Example 1：
XXX (XXX)

xxF No. xxx xxx S. Rd. Shi-Lin Dist. Taipei 111

TEL: (M) xxxx-xxx-xxx (O) 02-xxxx-xxxx #xxx
Email: xxx.xxx@yaoo.com

· OBJECTIVE: A position in banking industries leading toward a career in administrative services and office management.

· PROFILE

· 3 years of Export/Import Dept services experience in multi-national companies. Plus one year of Factoring Dept services experience.

· Self-motivated efficient and committed to achieve goals.

· Good in communication coordination time management and problem solving.

· EXPERIENCE

· 5/04 – present

· UFJ Bank Taipei 

· Sr. Supervisor Export/Import Dept

· Assisted A/O to promote and explain our banking business to customers such as informing and attracting customers to establish new business.

· Managed corporate relationship with customers and solved their problems such as when customers had issues of our banking business our best solutions will be provided to them promptly.
· Resume Example 1 Cont.：
· 6/03 – 8/04 
· Wachovia Bank Taipei

· Clerk Export/Import Dept

· Processed original amendment confirmation and transfer L/C. 

· Processed D/P D/A and examined negotiation documentaries.

· Issued import L/C and shipping guarantee settlement etc.

· EDUCATION

· Bachelor of Business Administration Major: International Trade 

· SHIH CHIEN UNIVERSITY Taipei Taiwan Spring 1999 

· Associate of Science in Business Administration Major: International Trade 

· TAK MING COLLEGE Taipei Taiwan Spring 1996 

· LICENSE

· Import/Export Foreign Exchange License issued by Taiwan Academy of Banking and Finance

· COMPUTER SKILLS

· English/Chinese typing: 60 WPM

· Excel Word Outlook and Power Point
· Resume Example 2：
xxx xxx
Phone: 02-6666-xxxx Mobile: 09xxxxxxxx E-mail:  xxxxxx@hotmail.com
· Profile

Over 5 plus years of combined experience in finance accounting and financials software implementation support and analyze.   Strong financial background in GAAP analysis accounting software setup and planning. Financial Planning Analysis Fixed assets and Inventory Cost Control General Ledger management Payroll Purchase Control Corp. Tax and all Financial Report. Coordination & liaison between IT & finance skills. 

· Certification： CPA  IRS Special Enrollment Agent (Current Licensed) CFA Candidate  OCP - Oracle Certified Professional Application Developer (2002)

· Work experience
2002- Current      xxxxxx xxxxx Corp.           Taipei Taiwan Cost Accountant 
· Studied and collected information to determine standard and actual cost of widget manufacturing including raw material purchases inventory and labor.

· Analyzed data obtained and recorded result using RPG II for AS/400 system.

· Provided management with reports comparing factors affecting prices and profitability of products explaining monthly budget variances to senior management.

· Evaluated actual manufacturing costs and prepared periodic reports comparing standard costs to actual production costs.

· Assist in preparing schedules for the annual audit.

· Computerized management instituted with the establishment of computer center. Permission to issue stocks granted by the Ministry of Finance.

· Resume Example 2 Cont. :
2000-2002 CPA Firm        Taipei Taiwan
· Auditing Consultant
Responsibility for financial statement preparation audit reports and management letters as well as interface and oversight on tax requirements.
· Skills
JAVA J2EE JSP Visual Basic .NET C C++ JavaScript HTML XML SQL SQR PL/SQL DB2Oracle 8 9 Oracle Application 11i 11.5.7 Crystal Report Photoshop 7 Micromedia Studio MX Adobe Illustrata Front Page MS Office  st
· Training：Oracle University

· 11i Procure to Pay Fundamentals (Account Payable)

· 11i Implement and Use Oracle Cost Management
· Education
· Bachelor of Business Administration

· Major: Department of Accounting and Department of Banking

· The Chinese Culture University

· Before Your Interview
· 準備適當的穿著
· 瞭解該公司的經營狀況及產業特性

· 瞭解該職位的相關專業知識

· 解析自己的優缺點及興趣所在

· 再度檢視您的履歷表及面談時間地點
· 事先準備好要問的問題

