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m  ZREBME ( cover letter ) HYEE(HI
Dear Sir:

I have got the information on the web 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 1 have been teaching chemistry at
Chung-wha High School, in Taichung city. I am also
permitted to refer to Professor John Powell, of the

Education Department at Taipei Normal College.

I should welcome a personal interview at your
convenience and enclosing a brief personal history.

I'look forward to hearing from you.

Sincerely yours,

Tom Lee.

BEERR 19



i

A" & R A

Iy

01. Objective
(B%)

02. Identifying
information
(BAER)

03. Education
(B )

04. Qualifications

Summary ( BHEHEE )

05.Work/Club

Experience
( TIEREEEE )

06.Activities and

Awards
(SEBENHARIE )

Py
=

07.Specialized
Skills  ( 4&%ki%4E )

B AR AR B AV

ERERNE LS FROES - i
it~ EFESRE X e-mail

HES2ERBES - DARIHERA

- Ra - BEEEE

A=3INTHXFafER  K5IEE

B - SRAIREZSERIAE

" HAREREHTFEAETHT
FABRHEEERIR

m EEFRTEINER ED EBA
RE - Gl BAE

- E1)= 1= im:uESi

=

[A]]:3
fin

ORBELER/NEIRSNZHNIT  HE
STALAYE B AR

B2ER - BEKEE

BEERR 20



. EVEREEHS

Cathy Chen cathychen@hotmail.com
12 ChungShang Rd. Taichung City, Taiwan 454

Cell- (0985)526-878 Home-(04) 5849-7489

Qualifications Summary

B Experience with budgets, forecasting, payroll, accounts
payable and receivable

B Detail-oriented, accurate, general accounting data
processing skills

B Skilled at developing and maintaining professional
relationships with clients

Education

= Master of Business Administration; May 2009 TungHai
University, Taichung, Taiwan

= Bachelor of Science, Business Administration
(Accounting); May 2007 National Chiao Tung University,
Hsinchu, Taiwan

Experience

= Accounting Intern, TaiWei Accounting & CO,Taichung,
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September 2007- present.
* Processed accounts receivable and payable by examining
income checks and comparing invoices.
= Sales Clerk, Taiwan Fresh Supermarket, HsinChu, October
2006- July 2007
* Participated in monthly inventory activities

* Assisted with customer complaints/problems
Awards
|

Awarded for the Outstanding Intern, TaiWei Accounting &
CO, 2007

" Awarded for Outstanding Academic Performance,

National Chiao Tung University, 2006
Skills

= Computer Proficient in Microsoft Office( Word, Excel,

PowerPoint)

®  language Native Chinese speaker; fluent in both

Japanese and English
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