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PERSONAL DATA

Name: Liu Ping Sex . Male

Date of Birth: 20 April, 1996 Place of Birth: Beijing
Marital Status: Single Nationality ; Chinese
Home Address: 32 Heping Road

Zhongguancun

Beijing, 100031
Tel. (010) 6483-9201
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EDUCATION & EXPERIENCE
Oct. 2018 - Present: Employee at Beijing Huafeng Stock Co. , Ltd.
( Department Manager since Dec. 2019)

Nov. 2018 — Sept. 2020 Part-time student at Beijing Foreign Trade College ( diploma in
Business Administration, 2020 )

Sept. 2014 — June 2018 ; Undergraduate in the Economics Department of Hebei University
(BA in Economics, 2018)

Sept. 2011 —June 2014 Senior high student at Beijing Jingshan Middle School

Sept. 2008 — June 2011 ; Junior high student at Beijing Jingshan Middle School

AWARDS .
Third prize in University Public Speaking Competition, 2017
Second prize in University English Competition, 2018

SPECIAL INTEREST:

Computer programming

REFERENCES ;

Mr. Gao Hong

(General Manager of the Beijing Huafeng Stock Co. , Ltd. )
23 Hepingmenwai

Beijing, 100009

Tel: (010) 7463-6352

Ms. Lin Bing

(Dean of the Economics Department of Hebei University )
45 Changjiang Avenue

Baoding

Tel; (0311) 836-2726

AL

#4, 2F MRl B
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Qiao Yifeng
135 Binjiang Road
Chengdu, 610001
(028) 74638292
qiaoyf@ sina. com. cn
Objective; To obtain a position in corporate finance
Certificate; CPA
Education: Sichuan University, Chengdu, Sichuan, 2019-Present
B. S. in Economics to be obtained in June 2023
Related courses and scores on the 100 marking system .
Macroeconomics 83 Industrial Accounting 89

Microeconomics 91 Cost Accounting 92
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Economic Decision-making 85 Management Accounting 86
Economic Law 91 Financial Management 91
Accounting Principles 81 Finance and Tax 90
Money and Banking 90 Investment 84

Experience: Accountant
Leda Industrial Corporation Leshan, Sichuan, Summer, 2022
Analyzed financial position
Made proposals related to investment
Prepared accounting reports
Bookkeeper
Minjiang Company Chengdu, Summer, 2021
Entered variety of data into books
Tutor 2020-2021
Taught middle school students Maths, Physics and English three hours a week
Computer; Working knowledge of operation and support of hardware
Good at such softwares as Office, Photoshop, AutoCAD
Mastery of Python, MATLAB and C ++ programming skills
English: Scored 636 on TOEFL 2021
Scored 91 on College English Test, Band 4 2020
Won Highest Prize in English Speech Contest of Sichuan University 2020
Membership: Member, Society of Regional Economics of Sichuan University
Reference: Chen Zhiyuan, Professor
Department of Economics
Sichuan University
15 Wangjiang Road.
Chengdu 610073
Yuan Can, President
Leda Industrial Corporation
12 Dafo Street.
Leshan, Sichuan 614001

TSR
AR R LI 135 5 HREZ A 610001
w5, (028) 74638292
W F ¥R 4 qiaoyf@ sina. com. cn
FREBAAE 8] 4
iEd . EMEA T
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501 Chaoyang Street, Beijing 100012  (010) 3838-4759
Gong Qing
Objective Director of Human Resources
Profile + Nine years’ experience in human resources administration

2

< Comprehensive knowledge of recruitment; screening and interviewing

2
0’0

Demonstrated ability to work effectively with employees at diverse levels
< Adept at labor negotiations on behalf of management
«¢ Innovator with ability to increase employee morale and improve communications
Personal Experience
2011-Present Beijing Bio-Medical Corporation

Personnel Manager

2
Q.O

Responsible for recruitment, screening and interviewing of personnel

2
0’0

Extensively involved in labor relations such as contract negotiations

<

» Interpreted and oversaw implementation of all personnel policies; controlled administration of
comprehensive employee benefit programs
«¢ Introduced measures to improve employment incentives
«+ Conducted wage and salary analyses to assure competitive compensation position in industry
¢ Supervised a six-person department
Other Experiences
2009 -2011 Jinghua Corporation
Assistant Sales Manager
«¢ Increased sales from ¥ 50 million to ¥ 100 million
< Managed 100 sales representatives in 10 provinces
¢ Trained new employees
2007 —2009 Hengda Corporation
Purchasing Manager
« Supervised 12 staff members
< Lowered unit purchasing price by five percent due to good communication
with suppliers
Education
2007 —2009 Beijing University of Finance and Trade
On-the-job training of management skills
2003 —2007 Beijing College of Commerce
BA in Marketing
Affiliations International Association of Personnel

Beijing Society of Personnel Management
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\\/\( Useful Expressions

As mentioned above, résumé writing can cover a wide range of subject matters

. However,
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there are some structures and expressions which can always be used in composing résumés.

Useful Expressions about Education

academic activities FREH
bachelor ¥+
commissary in charge of entertainment HEER
commissary in charge of organization |
commissary in charge of physical labor |
commissary in charge of publicity TR
commissary in charge of sports KEER
commissary in charge of studies |
courses completed iR A2
curriculum included REAR
degree FAL

doctor (Ph.D) H+
excellent League Member %
excellent leader 5T 3R
extracurricular activities BRI EF
grades 58
in-job/off-job training FEB/ B 39
League branch secretary B % 3R Fe
major EX0y

master A+

minor Loy
monitor IS
part-time job WA TAE
Party branch secretary L T
post doctorate e
refresher course P RAE
reward % Jh
scholarship E
social activity/practice HEEF/ FEIK
special training SRR
student council FAL
summer job ZHITAE
Three Goods student ZHEFE

vacation job 1B E0 4k
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Common Expressions

(D

(2)

(3)

(4)

(5)

(6)

(7)

(8)

(9)

(10)

(11)

(12)

(13)

(14)

(15)

(16)

(17)

(18)

(19)

assist manager in routine affairs
I Z AR D FF L
assume higher responsibilities than co-workers
R FRi2T £ R IR
authorized to represent company on numerous occasions
HAAAF % 9 & RE )
budget time scientifically
& e Bt )
change previously deficit financial position
B VAT 8 WS- F T L
commended for my diligence and efficiency
AR VRN & =Rl o Eoi s
complete assigned task ahead of schedule
PR TR A HE 0 T
conceive measures to increase sales volume
MBI Al R F W 15k
consider solutions to problems in fierce competition
RSB SE b ok I Ay P Rk
construct ambitious but practical enterprise plans
)3T KA T AT 89 4 Ak 3t X
contact end users for feedback about products
543 R P RAFEE R, AERAAT S 89 B E L
contribute substantially to the present prosperity of this company
Fy o a) BT e B R E TRR TR
cooperate well with other staff members
5§ T AR
coordinate functions of company’s departments
PR 8] B30T 9 IR AR
create friendly atmosphere
& AT B
demonstrate ability to exceed quota
FILRA R T RAES W Al
discharge responsibilities of my position faithfully and efficiently
R A A JBAT B A2 IR 5T
expand business in other countries
T REXLWE R LS
expedite development of the company
A e 8] 69 KR
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(20) furnish adequate service to customers
A R BB T 0 IR S5

(21) handle personnel problems skillfully
A A F P A

(22) harmonize relations with external organizations
Fo SR ERBLA TR K #

(23) intensify sense of responsibility
3% T AE R

(24) motivate staff to meet goals
B 5 L IR AT

(25) prepare weekly, monthly, quarterly, and yearly reports
A RARA. ARE. FREAEFRE

(26) promoted from an ordinary worker to supervisor and then to director
M—RIA, FHALE, BIAALEE

(27) provide training, guidance and assistance to newcomers
SRR R LRBIED | 35 FA B

(28) render perfect after-sale service to customers
A RER T E 0GR B IR S

(29) schedule quality training programs for staff members
AR T ZHFHRE I

(30) systematize working arrangements
1% TAEZHE F sfl

= Writing Practice

. Rewrite the following sentences in résumé.

(1) My duties are to write periodical reports, update and distribute company address lists, draft
correspondences, make travel arrangements, and complete special projects as assigned.

(2) As a result of my efficient discharge of duties, I was promoted.

(3) I have seven years of business administrative background.

(4) I was ranked second in a class of thirty-two.

(5) I analyzed the opportunity to invest in the operations of a national fast food chain.

(6) Directed as MIS for headquarter
Provision of advice on computer to branches

(7) Career Objective: I want to get a position in Mechanical Design.
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Il. Fill in the following résumé table with your own information.

HORIZON
Construction Company
Application form
Please complete all sections in your own handwriting.
Section 1. Personal Particulars-Use BLOCK CAPITALS when completing this section

Position wanted

Date of application

Surname

First name
Date of birth
Place and country of birth -

Nationality

First language

Sex : male/female
Marital status; single/married/divorced

Husband’s or wife’s name

No. of children and their ages

Present address

Section 2. Education

Primary School: Name of School

Town

Region/State

Dates, state month and year; From to

Secondary School: 1. Name of School

Town
Region/State

Dates, state month and year; From to
2. Name of School

Town
Region/State
Dates, state month and year; From to

Name of examinations taken
Results

Details of subjects and grades

Higher or Further Education: Give details of colleges attended, dates, courses followed,
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examinations taken and results.

Correspondence or Evening classes: Give details of any Courses you are following at the moment.

Section 3; Languages

Give details of Languages you know apart from your first language. Delete as appropriate ;
Name of language

I can speak it a little/fairly well/very well/not at all.

1. I can write it a little/fairly well/not at all.

I can speak it a little/fairly well/very well/not at all.
2. I can write it a little/fairly well/very well/not at all.

I can speak it a little/fairly well/very well/not at all.
3. I can write it a little/fairly well/very well/not at all.

I can speak it a little/fairly well/very well/not at all.

Section 4 ; Employment

Present employer’s name

Present employer’s business address

Date: employment began

length of notice required

Position

Duties

Previous employment: List in chronological order the names of your previous employers. State
the position you held, your main duties and the beginning and ending dates of each period of

employment ;

Section 5 Interests: Mention any activities (e.g. sports, hobbies) you engage in during your
leisure time. State any positions of responsibility you have held or competitions, prizes, etc. ,

that you have won;
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Date Signature

lll. Write résumés according to requirements.

(1) 5KZR, ZRERSATH LR 5 TR B Bk A s SFEIRSE 01, A 2Rl 0%,
HWrthaab, RN A SIE; BAFESRA R E; BUSMBCR 5 TR IR
5, FedeiE EAFISSC B T A RS RS R vl ; RBtEvA.

(2) Wk, BERP/NSESA RN A BTN s 3t FIBRMSCIRTE N 2 41
BRRERE; H IR 2ol
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LN General Introduction & Sample Reading

What Is a Certificate?

WERE—Fh s SRR RS0, JUZABREMISGEN — N A &5 201, D1,
s E B B DR S, AT ARROAIERT . 5 HABSCAE pRAR L, iE B S 5 B
T, R B A RN A 5 U T PN 8 A e T PN ) N B ) LS T L I B
frfFs

Characteristics of a Certificate

UERAE AP0, A IE ., R AT DG RS @ 0 S BAE B, ] DI IR
WIEM R A Bk XA S . (H2EEIUE A4 . b s R, FRIELZH “To
Whom It May Concern”, ZRI “FCHATTN", (HILIHL AT 48,

Types of Certificates

UER AT 23 A PIREEASGN, —RBIEWIE, 7 —JSRIEds,

IEME R EZHE . AR Al OO E A RN AR Sy . 25 RS S
PRGN E AR, IS TSR A RERL R I sl e Nl iy ek, UESE AN A A
Y AR BB L SO s AASGL BE 408 Akl ARt Esik
TEXITHY, AR X T R B s A T 22 RS AU, A7 I TR S0k
FHESE

AR BUFHLIC AT BN B AIE A S L B AT SRR A% U SO, — i
A AN E
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WIENERANE, U EEfg. SV IE , #0EH . TAEZRUEH . S0 e |
JTEIER . B e A | 2 saER A . Ik, 55,
Styles of a Certificate

1. iERAE

UEBA 2S5 5 (R B R IE S A% =, 58l sCRESN—FE, FERGEL, B
W, ENEEASHhE . FRE, IESC, ZERNMEE . BAENESE T AN, BT IESC
BN AR Z AN, HARTS /A% 205 305 2 S5 PR AR — 2,

WEIEIRER L AT DLy 553 B (Blocked Style) . #iiE%! (Indented Style) FIZgE4r
Al (Modified Style) , F53kBIUEAE P AR EB R TS B S, BIEN LA,
JrEgHE, 48 RNEREE S BN T4 L7, SBOTRaS 5 8%, g lneis K 5 44
PNFAET, HASATEAE, 58 8ERGERE A E WA T4 L, a5 nMEd &
EANTA T, HAEaSmikgHE .

2. iEH %

WP AR A, HAR S e br . E3C. IEBIRERA, B4 B, B,
HE R AR A4 B

UE A RE O H 2 A g e Y, T —BOC i .

Layout of a Certificate

M THERISCAR B AL, PRI AN [A) S B A IE B A X AN S AR ] T Tl 3 0 i) JLRH
T FH SCAS 4 g B A — T aA

1. T{EZRHIER

This is to certify that (Name) , (Sex), ( Birth Date) ,
was employed as (Post) in ( Company ) from (Date) to
(Date).

Sample of Experience Certificate

Certificate of Experience
To Whom It May Concern
This is to certify that Mr. Chen Hong was employed in our Sales Department as chief
salesman from January 2013 to the end of October 2019. During the time he faithfully
attended to his duties. He left us of his own accord.
From The Bell Co.
Henry Sun
( Manager)
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E WA
WEE .

AR A R 2013 4 1 A 3] 2019 4 10 A &2 K 2453 I24E 8 245 — BR, 12 b 0 1) TAF 3%
ETE, MRBR, 2HTARE,

TR 5]
FA - 3
(&32)
2. [, FAGERR, EEANER
This is to certify that (Name) , (Sex), (Birth Date) ,
( Birth Place) , was a student of ( major) of ( Department )
in ( School ) from (Date) and, having completed
(Number of Year) Study, graduated in (Date).

Sample of Graduation Certificate

GRADUATION CERTIFICATE
I hereby certify that Zhao Hujun, male, born on May 2, 1999, was a student of the
computer application major of the Department of Computer Science & Engineering and,
having completed the four years’ courses from September 2017 through July 2021 and
fulfilled all the requirements prescribed by the Department, graduated from Jiao Tong
University in July 2021.
( Signature )
President

Jiao Tong University

B E 4
FAREEL, B, 199 55 284, 201749 A £2021 $7 A EAARFENAFE T2 F 7
FAE A E 4 FR ARk, S, RGAH, ETHL,
TR FRK
(%%)

3. ZR
] LA Certificate , Certificate of Merit 5% Certificate of Commendation {f ARt

Sample of Certificate of Merit

Certificate of Merit
This is to certify that Ms. Xu Fang has won the title of Rising Star for her outstanding
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work in the Emulation Campaign of the year of 2019.
Sales Section
Nanjing Silk Import & Export Corporation
(Stamp)
Date. December 20, 2019

£4 PP
HE R EL2019 FEIAEER Y RGEHE, RIRANE “HERL, HFEE,
BT LR O A
(%)
2019 %12 4208

4. =3]SRk RA
This is to certify that (Name) graduated from (Name of School)
on (Date) , and received the following results in examinations ;

Sample of Certificate of Academic Record

School Record Certificate

This is to certify that Zhu Xiaoguang, male, born in September 1993, studied the
English Language in the Foreign Language Department of Southeast University from
September 2012 to July 2016, and then he was enrolled in September, 2018 to study in the
Foreign Language Department of Nanjing University as a postgraduate in Linguistics. He had
studied there for three years and finished the courses in July 2021. The following is the
report of results in his examinations ;

Linguistics; Excellent

English Literature: Good

Applied Linguistics; Excellent

Defense . Pass

Graduation Thesis: Pass

Nanjing University

¥ 7 ik
kuek, B, HATI993 59 A, 2012459 AF2016 47 Askit TAHRFIILEAEEL L,
2018 9 A RERFI LA RIRLEFZTFARAE, k35, 2021 £7 Ak, L5385
E LA
= RF
B L R4

P
. nu\
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BRETE: BF
Bt At
BRAL, @it
MRREF
5. fR{RIERAP
This is to certify that ( Name of Patient), (Sex),
(Age), ( Symptom of Sickness). It is suggested that he need a rest for

( Number of Days).

Sample of Doctor’s Certificate

CERTIFICATE FOR SICK LEAVE
This is to certify that Gao Fengjia, male, 30, has a high fever of 39°C and a very bad
pharyngolaryngitis. It is advised that he take a three-day rest, and if necessary, come back
for a check by that time.

Date: March 15, 2020
Doctor

Wu Ji

SRR %
FIEWHFE, F,30%, LHRENC, EREBEL, ZBUKE3 R, AL E, 2R
KA
FIREL
F
2020 43 A 15 8

6. HAMIERA{E
FCATE A A 7 S > CnT AR B RIE A5 ik =X, Rz Bin]

Samples

1) ABEHE

Certificate
To Whom It May Concern

This is to certify that Ms. Li Bofang, (born on Oct. 23, 1986, ID: 326174198610237264 )

has been employed as Assistant Manager in HL. Company from Sept. 2016.
Yours truly,
( Signature )
(Stamp)
Date
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iE B AF
=
FAEW B0 k4 (1986 410 A 23 B 4, F4riE5. 326174198610237264) £ 2016 9 A £
A, —HAEKNE (HL ANE)) 3fF%8Bh IR S,
H AR |
(F1)
(%)
(8#)

2) #BIEH

Certificate
This is to certify that Wang Xiaofeng, from our college, male, aged 26, has been
selected to take a refresher course at Oxford University.
Fudan University
August 28, 2019

WE B F
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Notarial Certificate
This is to certify that Wu Yunxia (female) was born on March 28, 1987 in Shanghai,
China. Her father is Wu Guodong and her mother is Wang Fang.

Shanghai Notary Public Office

Photo The People’s Republic of China

(Sealed)
Notary Public; ...
Dated 19th day of November, 20...
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<« 3»” Sample Reading

[ Sample 1]
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CERTIFICATE
To Whom It May Concern,

This is to certify that Miss Yang Ling has been an accountant in our company for the
past 2 years and has been working to our complete satisfaction. She is now leaving our
company as we have no further need of her service. Any enquiries concerning her will be
answered.

Yours Sincerely
Wang Jiawei
Director of the J& Company
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[ Sample 2]
TR FHERTIRES, UL T RHIE A RIS ZAE BT O

ADVANCED CERTIFICATE
IN ENGLISH STUDIES ( FOREIGN STUDENTS)

We, the Dean of the Faculty of Arts and the Secretary to the University of Edinburgh
certify that Rongmin Wan has duly conformed to the Regulations of the university defining
the conditions upon which the advanced Certificate in English Studies ( Foreign Students) is
awarded, having attended the prescribed courses of instruction, and having passed the
necessary examinations and tests.

This Advanced Certificate in English Studies ( Foreign Students) has accordingly been
awarded this Thirteenth day of May, 2017.

( Signature )
Dean of the faculty of Arts
( Signature )
Secretary




