PO O - BRI LD
VORI T4 V0
—Z D ¥ FE Hl—

Ol OJE 1

FC®HIC

EVARA T4 T4 TR DDIIEEN04FEIHEE 2ERZ 572, ¥
VAR TGATA YT ERZDBIIDHIZOADT FA PR TAI, 1T
AEPRFEIZAM LD EDOFTKOESHPPLII L oTwE, €TOHNb
WEEIZ~ 27 39 4 “Working with English” 4§ - 72, L2 LFEEO R
34 —D72 o7z,

EETEALLNEREET, EBEFO LV entry level (—FTOL
NV) OFAMEDPEEFEOFHRO NS 7 b (TS - RE) 22 20D
H7EHH Y EFOWNTOEBFERIOTLLEI T2V, FHTHNY
R—=FThN, FI7r2T50R3FAVv—DLOERBOLETH S,
FIICHESTEEHO 7 -2 Ly =3y aizry7L—F (07
Voo Td—5b) BA>TWh, ZHWVWIHIT YT L— MR- THL
WERET LR TRIBEZ R L WLEME->THh b, I IHEFDLH]
PHEMm, LEFREEY ANNTCEFBR EDPE L) Ik T BHEDS
Vi, TIREEOFHMOFT 7 b2y —0ErLwv, BBEORWT ¥
L= FbWESHICA-TERET S, £OL ZEFHLED 7 7 4 NV Z X
TRV, BEOBERGFIIEHa - S NRESN TV L2 L ENETR
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1235 & Buy,

COWVIBEETRE L TELEHEZEZLELDEIRAR - FAF 4 Y TDF
FAMIHTLBEFEOS Y, BEOHT, WREEHZ EOFROEZ XS
T, RO EDVRVEEIL, R LTHRAILERSLIESL I L
SR 72 0720 F LTI ORMIE I — AR DB T THA G272,

— T THEREBRI D L nwFEE b, BBE - EXONERLEL LN
PHOEHEHXLDTVDELDONEPo72, )W) EEID [REICA-T
"ol ODETAA - FAT 4 Y TICLERTCEE ) 3) PER L -
fehd Lihvev, EREIGHESNERE O3 A 0nb ) 5 #HEDE %
Hahol, F2EORLEREONEPo/DE, 29 L-NAFOEE D
LTI o720

TIEFEDPBEL L, BERIICFERE VAR - 54571 7 E3Th,
EWL%H%&%%%&%Kﬁx%%@f%ﬂ@%ﬁ%&hy$1-?4
T A YT BDTI WV, FEICEIBEICTS [FiEZE07740]
ZITNE, MEDBWTF V7L — bV T VIIEAS TRV, £ 04
HBIZESTREREVAR - IA4T74 27 [RFEIZA>T2LOTFHMK] T
<, BET, LT, MBERIIAEIHE T TELFTRKOEZLTHS I,
2HE R S722005FD T — AT [FHEDD| ODEIARR - FAT 14~
TN 2o 72,

C N

EVAA - FATAYTRBELE) L) 0ThHNE, £TIEREHE
IZAB D, BAMIEERBZFF-> TWAHARME, F3EN LTG0
LEFEIHE T L2 IR b hv, €93 5720121335 LD resume 25
5 ENULERARTH D, HoTIDI— AT Part 1 1 RAILED
AL, BLFHEOT7 +—~<v b, BEEOFHREALIK, Part T © Resume
DOFEEZF, cover letter (H/N—L ¥ —), WRIIHTITT, FEPBBRET T
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FHEDIZOHD - RBIEL2ETAR - T4 T4 7 (FH)
THITILEERL [EVRR - FGAT 4 7| ICEERE W, LT
Part I TEASEAMGE, BENAELEEEIIA-THLDEERE 73— L
725

it%ﬂ%ﬁ’%%,Oibimt@55m5%®#,%@Eﬁ%&b%
SN Lz 7R EZTNEEREO L 25, HiEs THHENE
TNb o [ZEOAFE] LBE&E4E 5F7D®H$J®%?®$T
% DFEPME LTSNS rewrite (BFEL) ICFK S TV,

Resume DF X 7 CTIIEREE & resume OFRREROL 2 H D\ (R 2 HM )
Zo BANEEES L VWETRHEIL L CW/ZENEIRDLLEIZITHREIZ
WmbHiEh7-REE LT,

WEE, LK, 740—-T7 v Ty —REREBOV VR AHATRLS
EPLPNTVLHEWNEFRTHSL, FROT7+—~y b2EMFEL, Tho
WELALFETFNITHBRER» S ERHEERAERE VAR L S — 5E <
IR LEETHSL Z Lixhwv,

-1 KALEDRAT

FIRANITIEET B LR OEBETENINLRANLGEITBBETE L WEWITL
Vo ZZTRIDEDHAN L TOEROEROM T ITHEL T E T,
The Japan Times D KBEH DR NILED LA LA FED %9 72, entry level
(—FTOLNN) OB RAT, ITHOLEEEZ - L FF1), 1#
AT 5, HHEIE(1)Company Name—&1t%4, (2)Location— T 4E
(3)Position  Available —J#f, (4)Qualification - Skills—&#5 - §¢ 77, (5)Oth-
ers— ZDOMTHAED, ()5 GB)FTCOBEHAREHEATTIAFT) 54 (B
FeNERL) AT 5. COREOHMIZ L. BWErEMICHLZ L, 2. RS
CIEHMAERT L L,
RANLBIZAR=ZZBEN PP B0 EHEREOTIIES LTH S,
RADKRI v ary - BEPE-ZHVETHWEDOLHE, FoXh Land
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bdb, T/ DOLBHICIRY Y a VP EORANH B Z L H D, Inter-
national School of English Inc. & \»9) £&xfLA % % O T International Hotel b &
HHE7ZERERTT A, EBE DL # E 1T Sheraton Sapporo Hotel, Friendly
Ueno Office ¥ A 2 { 2O FHRZ W IZH L TLdE L Twa D% Office
LHLBRAIEHEEEZ L, ZOLHIE LD THIZT A8 % R
1B 5012 %  OFEFFE 2. |

SHA LR U L9 128 L Do 720 %% position T&H 5, Executive (% HLHR)
Y Executive Assistant (f% HAf#E) TR 7R85 v M) AL, fibh
HANTKEC#) o %< D position 255 TIZARGEL L THDN TV &%
HFIIE o Tn7zds, FAICEE CBIE D o 72 P ORNLE XD T
HIZT AFEMGRDEEL VW IRELDTH o7,

KA ER M- 72 2 HOBEED, Zh b onEr 570k 5 <
B L2 E o708, THIIEREMY LT REICREETH o7z, T,
EREGEICEDN-EBDIZEE, OXK, REOFATELZHRT L
IZENTE W EE B Z L, 2O R IZHMTE VW LT
NITEEeE 2580w [FAERE] ©, MOAPRTHP YR T WL IS
BHBZH) LV BERICRIT 2, ZORBEFEMAR, ETIOREEZ 2
T L7rEIR 4 NTH o I,

[l 212 “HHEORANLELEZ &) §50, BROVE-72ER b &R E
WEED T T, L ERINS o TERAWMER L72ERO oY — 2 a2
SRICEA SN LET, TORELOBRIIAARIZGNH LT WT
Lidd, #ALTVWTLEI? ] CWMBORN BB EEL, [HIRIEF
INHHBERITOAT X LOBHBEEZ o, BRIMEo T2 L) RERN
DN E > THPYRLTVTTR? | ["ZOEHA>TI?” “ZOFE
7o " EESEMPHELRNTL 2927 ] LOMWENTT, PO
e FEARTOEREY DEVERBSE S, FHETOLH- MRFHIC
X, BT A2HMH Y, b A E, ZLDOHBEZONIIC LV, £9)
WAL WAL ) R WH AEFHZER L % < TRwiTav, $704
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FROLOD - WRIZEIOE D AR - 5474 » 5 (FMH)
SHMZH A EHIE AT ENET L D, FAH S, EHS, RZBDELS L
ETRTCPEREI NG,

i, BB OBEVEFSN V. MiE->TWAETTE 2 ~ 354
L2ZEZATEHEELZTAIIICE) &, BREINHSOAEEL,
ENBLWEZHBZTOTEITHEE L TE7z, &% Rl Lig s -y
DEENEZH O RO TENE L2 ZAEIIE o7z, [HRENE L TLRE
bD| EVIERLROP, BT ) —EEHSATREZD LvIRIEA
LNV, TOELTHERIOBHEI4BEOZTELEZL TSR LE Do
oo BELDEHRLTHETLIHOCEELTH, SNFIFTFIVI T LR LTEX
THRWEWLERIIR L AFEDNLENVWE ) ThHho72y TNDRESIZH TEEE
DEAL DB THRYVEIND L) THNEHERIEIL L VHATH S,

CORETHEEL VI o 72FE083 1, (DFEHEEDORE, 2)1F
%'i%ﬁf®%@ﬁ&01%%bi7twﬁﬁﬁGK%G@X%W?M
V), QMEVWAELEEZLDICILEIEV) FTO T v aF il
BRADORE, ZEPFETONL, (D)RICHMILRANLE R L2 HIzThiZ
HRICEET B THA 9, 2) L QREIAANDEROMBET, FOLEME &
CAZENRUINEINTITORELEZDDIEH L, PR DLB T T,

ZCORBPICOWCTEOMELSAR LT RET L ) ITEBRLAPH TV #ERI
ooz,

[-2:T7AUVDOHEDKALE S

The Japan Times {ZH~X% & San Francisco Examiner 7% &7 X V) 1 AK -+ O Hr
HMORNEGIZETIHHICTIVINE L, SEOER, BEI% v, 22 T3
TOEM - BEZH T ORNLE L EMOEE - B2 LOIZEL, KA
IREDXEDFEHZHEY, 2ORATFES, LOBHRONWE - BHTHHO
RAMNLECERZECPFEER ZOFBIIHEBMEIC I 2 L, (Y 2)
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[WEFE] SCAR - &2 2 L5 RFEICE L OT, KARE & IZERRD
SRS oTL D, 28 21F “55K” DK % kilo gram DBE &% 2 7252 H 0
Slrolie T AHE “Up to 55k7 % &id 55F 0 F T LREMIPE L b B
Bo KIZKNLETIE1000% 7R L, 55 k£ 55,000 MV & ZERT 5, “Up to
55K 72 HAFEHE 55,000 M, DE D600 E V) ZLiZk b, H
RCEH 7 —EHNTE ) OFERBRTH L0900, 728 ZEHIRFTITKN
ELTHREWREZER RIS Rd o T2,

B a1

rsch =research, anlyst=analyst, Pres.=President, sks=seeks, knowl of MS Ofc
=knowledge of MS office, 4 yr deg req’d =4 year degree required, oppty = oppor-
tunity, exclnt bnfts=excellent benefits, A/A skls= Administrative Assistant skills
(ZNIEEES DS Ao 72), gen’l=general, w/flex hrs.=with flex hours, type

65 w/p/m=65 words per minute

[Skills (4%4f7 - BET7) (2R3 % %&KH]

e Strong skills with writing, research and MSOffice (XFHxH L, ¥ —F,
MS %7 4 A2k L T B A)

e Excellent attention to detail, accuracy and proofreading skills (#%% 7z H: 55,
BIED S N)

* Writing/communication skills (XEZE /2D a3 27— a3 Y DFEE))
W HN)

e Excellent communication skills and willing to work alone, multi-task ({41
aasr—varviEheEb, BUEHESHE, BEO4FE T FE
B TEDN)

* Excellent phone manner (BN 7-BEHICAT BRI H B N)

* Computer experience, written communication skills, high levels of profession-
alism (I Ya—%—feh), XFILLra3azr—vary, 7uR

IOF-ARYNy
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FLEOLZOO - BBIELOEV AR - I 74 27 (FH)
* Strong organizational , follow-through and interpersonal skills (ZHE, B
BAT, AP ABRIHE L TWa A)

* Able to juggle multiple priorities (B DILE % FEREIZZ 442 L%

% N)

* Superb organizational skills, attention to detail, strong computer skills and

MS Office (518 L 795 BRE ), MIER~OBE, 2v¥a—%—, MS+

T4 ATKEBLTHDN) |

ERDILE TROSN TV LA, FROHEETHEH T BT %d o
FPRBUCHFERERREBE LW > Tz, 32 o — 7 —REFEO X F LA
EDL )L TROLND PR TE/ L9 72,

[Duties/Responsibilities (FE#5 12§ 5 #H) ]

* Will be handling inquiries from new and existing clients CHTHH K% OSBEAED
A DORAEE~OXFL)

* Word processing, data-base/file management (77— 711, 57— &% X— 2% -
77 A IVOE)

* Telephone sales (E&HIZ & % Hi5¢)

* General secretarial work, travel arrangements, conference planning, database
maintenance, handling issues of a confidential nature (—#A%FLEZERE, HE
Fhe, RBOME, T—FN—ADOEMH, WEHEOLE)

* Reserving space, preparing exhibit material for shipment, confirming ship-
ment, deliveries, updating convention database (A X— A DFELR, ETRPH

HEE, AT - MARERR, 20NV Y a YERT -5 N— ZOHEH)
“ﬁ%%,%%Tﬁﬁﬁ%hﬁ%&ﬁ$®*km%kﬁw,%%&pb
description (M%) 123 [MEFEHE] #FEEL Twiz,

[Personalities (AAA) 1CBE§ % FH ] |
Bright (F&H372), motivated (5% D& 5), creative (BlE D H 5 - Jit
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Bl %), energetic (JEZE7: « 1HEIAUZ), excited about (IHXR D 5), multi-
tasking (BB DOEFEA ¥ S), detail-oriented (FlIERIZX A2 <), organized

(FHEtEDH 5), self-starter (HIFEH R N), team player (F— AT LA ¥ —),
dedicated (#4.(»7%), seasoned (FEERE7272), flexible (NEITE - BISHED &
%), able to work in a team environment with minimum supervision (27 )L — 7
OFTHTMIZEITS), work under deadlines (7L v ¥ ¥ —DOHTHENT
%), quick learner (#H 2 A%H\>), independent (HEHDDH 5 )

BB TRTELAEHEZATE L7200, 77 APIRbo 72, BT

M- U AEERRTHEF R L 2R EMHEREL, Lohh LHICHABAT
Wb X)) Th-72,

INSRNLEBICR S A HEHT - 6871, AW, EHICET 2ExHIIL0Z
F $ T A resume X cover letter (MR ZERHTH 5, RETIKD 5
e, AMEICEHLETHDORBRPERLTE L BV,

I-3:Bwabe (Inquiry Letter) - EXL Z—DT x—7 v b

RANLEEIZEAR—ADHIBRE S b0 FEPZOBATNOFRT a vIZD
W, ROLNLER - RS OVWTIRTEALDIENBETH L, Wi
O aHo2REDR—LRXR=—VERTBLOESRTH L5, FNTDH
“English proficiency” 7z &EIRDF 7 4 A TEN7-FEEBRO BN FEITIZ ED
BEORIZEOZ L ZODPESHIDIZLwRd Ly, 29 LHERSAHE
FFCINET LR ROBEHEICL > THIRHEFICL o THRH L))
DEERIZ 7 ) e v BERIZINET SEICHL 2T RETH L,
FRWHEIZEZ CTHWAEDLEEZ VNS ZETHLY, KREIELEhLE
“No telephone please!” X #f->TWbDbH b, IS F 74 AR LWVF
7 4 A TR VA D OB TEE OMAFIIZEIH L LWL 0572,
FAVIITRF Y PRRA vy — 2y brflio/ A - L TRHVWEDLE %
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: THEJAPAN TIMES WEDNESDAYA MARCH 23,2005+

”?'fEMPLUV’IVIENT, |

WESTEBN JAPAN &
OVERSEAS

7 HELP WANTEI] i

| Clinic, Harajuku

045-470-2345/ 1806

BILINGUAL : JAPANESE
Administrative . Assistant

.| sought ' by ..International’
School. of English, Achadai,;
Yokohama - (Denentoshi’

Line). Experienced and well-
groomed,’ swith Microsoft’
Qffice 'skills. '¥220,000-"
250,000 monthiy. Summer &
winter holidays and trans- .
portatlon E-mail English ~
and Japanese resume with:
photo to iseinc@a3.ocv.

ne.jp or fax: 045-989 5238

- Attn Mr. Lee: .

RECEPTIONIST, Japanese,
Fluent English, some typing,
‘age up'io 45. 9 am-5 p.m.
(Sat. 1-p.m.), Sun., Wed. off.
Call (03) 3400- 7522 Fax
[(03).3400-7523. The ng

DIRECTOR' OF - HUMAN
RESOURCES. — Interna-
_tional’ HOTEL.: StrongMan-’ ’
"agement skiil and leadershlp :
capability with 5+ years’
Human- Resources back--
ground. Good command of.
English and Japanese |, PC',
skills. Send -resume to HR,
Sheraton: Sapporo’ Hotel, 5
"Atsubetsuchuo. 2-jo, Atsu-
betsu-ku, Sapporo T 004-
0052. Phone (011) 895-
"8818. 7 .

TUV RHEINLAND JAPAN °
LTD., a German company
located in Yokohama, seeks

Japanese ' Receptionist with

English skills-to’ start imme-,
diately.. German skills an as-
set. .Please.contact. us at’

CLASSIFIED o

®

@

| pany.

N ‘h%sz_AMIyn_Ca;hIl.lquldlty Mnnagemant

RAPIDLY . growing

/| iIndo-Japanese IT com-
| pany in Tokyo needs
‘Executive ‘Assistant. to

Management and Sales

Manager; 4-5 years’ ex-

perience;. . Good Eng-
lish/computer; " sKills

‘must, 'some busmess

trips' to . India. Contact:
hrit jobs@yahoo com:

Team-India. - Fax 03-"

3814- 2122

| EXECUTIVE Assis.
tant for .Office In-:

terior DeS|gn com-’

Business: Engllsh

,d@berthler co.jp:
‘Www.berthier.co. ip-
1 Tel.

03-3560-3300.
Berthier Associates.:

MorganStanIey

. CashILIquldIty Management
Analyst (Entry Level)
Corporate Treasury Department

Skills required: .
- Bllingual speaker (English/Japanese} '

~ Strong anatytical skills
= Work experlence in financial Insﬂlmlons an
advantage, but not essential

Please send your resume and cover letter to;
MidCareer.jJapan@morganstanlay.com
E-mall must include

in subject line.

Morgan Stanley Japan Limited
Human Resources
- Yeblsu Garden Place Tower

4-20-3, Ebisu, Shibuya-ku, Tekyo 150-6008

..., Tameike-
'Sanno’ Sin. Fluent

- Good problem-sotving and Inlarpersmal skills. ‘

- The Initlal assignment wili be cash forecasting §

@4

(#AF1-1) The Japan Times K A5

"| aggressive, bilingual. (Engx |-
“| lish/Japanese) and:experi-\|.

/| Candidates (age -up 1o 40) |

' guroku, Tokyo T153-0061. |
1.Japan (www.| lceland jp)+:No’
‘| telephane” |nqunr|es please. ;J‘

.| with .over.4,000 hotels world-,
Wlde in 80 countries urgently.

‘| ‘nato-ku, Tokyo T 105-0012,

| 5401-8518 Ms. Suzuki.

E SEEKS
' SALES MANAGER Bi-. |

1-lish- skills a must, work: |

| ify. . Please- refer ‘to.|

l(:ELANDAIRr lJapa .
. seeking to fill the posmons of
‘a. salesperson and a’ person :
:in charge of land, ‘arrange-

:ment. Are you: a,pro-actwe :

“enced? Theh applyl Fast- |,
-'growing company, with lot of |
opportunltles and challeng-
“es. for fthe right candidate!

‘with. experience in airline -
‘and/or travel - business,

Please send.your resume i
English and Japanese (no
returnable) to:: ‘Icelanda
3-20-8; Naka-Meguro,-Me<

BEST Western Hotel Chaln

-requires fuil-time reservation :
staff, experienced in hotel:
and/or travel industry. Some.,
knowledge . of . English. .
Knowledge of Japanese lan- |
guage. Age up. ‘1o 40, work-
ing location in Shiba: Dal-
‘mon. Working condltlons ne-:
.gotiable.” Please: :send
-resume’ in: Japaneselby
March;;:28, 2005 to’Best.
Western Hotels, c/o Unlted
_Tours, Co., Ltd.;'Shuwa No."
"2 Shiba Park: 'Bldg.:'9F;
2-12-7,: Shiba -Daimon, Mi-

Attn: .Ms.’ Suzuki. Tel: (03).

G

TRAVEL
lingual. Japanese/Eng-. |

in"U:S. Visa support is
available for those qual- :

http /lwingmate. co. jp-
WINGMATE.CO., LTD,

TEL: 06-6252-0747. . |
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WORLD/C / ‘SSIFIED

I

ACCOUNTANT with 3 years
or more experience needed
at _consulting: firm providing
back office management
services to forelgn subsidiar-
ies operating in Japan. Will
be responsible for overall
‘accounting tasks including
monthly reporting to home
office. -

‘RECENT GRADUATE of
accounting school. Experi-
ence not required. .

.| ‘Both positions require excel-
| lent client communication |
skills using both English and .
Japanese. Send English and
; -Japanese resume 1o jobs01
@htm.co.jp URL: www.htm
[ japan.com Fax 03 5478-

7278. HTM.,

- Career Opportumty' o
Junlor Manager

. Do you ‘want a real career - .
opportunity in.an mtematlonal X
company?

We are a market leader in our‘
field and expanding in Tokyo.- -
. You could be chosen. . |
to join our:young and V7
dynarnic team now! z

@ .

* Age 24-32 years
« 5 star office environment’
.o Fyll tralning provided ..
; in Tokyo and Sydney -

i 6M Yen reviewed to. BM
. within 2 years - .
¢ International travel’ oppor-‘
tunities’ - '

""To apply for thrs most sought

! “after position, o

“ contact Olga on 03-5403-4769
and send your resume "
. to careers@servcorp.cojp . -
orfaxto 03-54034852

www serveorp.cojp .

‘ [‘SERVCORP

Notanagency N
.lllllllllllllllllll‘

‘lul-i--lllllngllll-ui--I-'.-“--‘-‘{lfi‘-l

'PUBLISHING *~ EDITOR:

‘Work' for foreign. translators
and Japanese customers to
make’ catalogs,  pamphlets,
‘manuals, etc. Japanese,
TOEIC 800 over or foreign
university degree. Send re-
sume to fax 03-3552-6054,
higuchi@gk-a.com or GK
Associates, 1-3-9, lIrifune,
Chuga-ku, Tokyo T104-0042,

&

'\ Resort Hotel on the troplcal istand of Saipan | .

-@I Saipan> Grands ‘Zﬁteﬁ

Assistant Sales Manager

Japanese "and English speaking
ability and PC 'skills are required,
experience - in  travel lndustry |s :
preferable.
Should you feel you are the tight
person forthis job, please send your
resume {English and Japanese) to:
Asia Pacific Hotels/Japan office
"+ cfoLuen Thal Fishing; : =~
Tsukugon-Tsukishima Bldg, 7F -
1-3-2, Tsukishima, Chuo-ku, Tokyo 104-0052 :
. . Tel: 03-3532-6300:
‘or E-mail: dhsbtokyo@ltfv o Jp

FULL- TIME Coordlna-‘
1.tor needed immediate-
ly.: Bookkeeplng, ex-

Native ‘Japanese/Eng-
lish Bilingual. Friendly
‘|'Ueno -office. Fax Rush-
.corp: - 03-5810- 8693.
. recrunt@rush4cars com

U.S. EMBASSY TOKYO IS
SEEKING AN ECONOMIC
ASSISTANT  for the Eco-

'sy,” Tokyo. Please see the
-gov for details. 10-5, Akasa-

‘ka 1-chome, Mlnato-ku. To-
kyo T107-8420.°

port-related paperwork. -

_nomic Section, U.S. Embas--

.U.S. Embassy. Tokyo web-
site http:/japan.usembassy. "

COORDINATOR wanted for
growing mtellectual property‘

translation-agency.’ Duties. |
.include’ translation assign-.
" ment, delivery, translator/cli-"
i-ent interface. Must be native’

or_near. native;.Japanese
‘speaker‘with excellent: Eng-;
lish speaking/reading ‘skills::
Appropriate, visa necessary;
for non-Japanese: Full-time -
position. Full social benefits;

Send_resume’ to marie,hara !
‘@rws- ~group.co.jp™ ‘Include’
cover letter.in’ Japanese and:
English stating whyyou wish|
to-be considered for this po--
sition.” Successful: candj-’
dates ‘will:'be: contacted 'for-

"interview. 'No phone ‘calls:

.'please. Resumes will not: be.

returned. RWS Group ‘=1-4-
}10 leh:shmbashl ’

@1 CORPORATE ‘commu-"
‘nications’ department ‘of
consulting. firm- seeks:
bilingual Japanese na-

tions. -Duties
checking- translations, |
proofreading ‘and as-.
| sisting productlon staff.”

'sition- only. ‘Send ‘re-
sume to uno@ods.co.ip

ODS Corporation

tional ‘as “editorial and_,
‘project ‘assistant for’ in--
vestor relations’ publica-
include

| Full-time, “in-house po--‘

or fax: 03-3406- 643_‘1 |

@

Wl Bringing Viclmamese Culture (0 the \\'url(l

32 ﬂtghts a week to Vietnam

a) Japanese natlonallty

b) age from 18 up to 28

c) fluency In Japanese and Engllsh
d).good psychophysical status

e) height.over 1.6 meters -

- 1) educated to at least hlgh school Ievel )
Please send non-returnable_resume to: Recruiting team, Daido-
Seimei Kasumigaseki Bldg. 6F Kasumlgasekl, Chiyoda-ky, Tokyo |
100-0013 by April 8. No telphone inquiries pleasa. Only successful
applicants will be contacted for interview.

i V‘etnamAlrlmes

'VIETNAM AIRLINES I seeking new: cabin attendants. Siiccessfui
appicants will need fo meet the following re¢ irements: -

(#1F1-2) The Japan Times K AJLH
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m.mf‘a‘,l.wOoBi\l RESOURCES

FEDIHD

y SUNDAY, JANUARY 18, 2004

COLLEGE GRAD 540K ++
College Grad MARKETING
DOT.COM DISASTER? W/POWERPOINT
Hyauctorzy tothe okl Dynomic midioun hedoe lund seeks g
Aigotiob searching fne BEST ewerboint 18 NYC 1Bttt
| legal Sl‘:p moutwem [ rlexlhle ro'nlqen'l unmﬁT o Mv?esl‘l%g
ersonne i
1 coll rEt?l.Mnﬂva!ed .-?1,‘&‘8'”; ?Wms S Cug' °‘fﬁg‘"‘"
. eg%Gruds for WAMEDIATE Temp DHresumes@forrestedwards.com
* 1o Perm positions os
o+ PARALEGALS ++° FORREST EDWARDS
lnlons-eslubnshed, stoble COLLEGE GRAD TOSIK
) Maojor Firms &
AP ded e ok of el st PHARMACEUTICAL
ezguISup rt Personnel ADVERTISING
West 55th St, NYC 10019 o?dnaen:v seeks candidates with o
FAX: 2]2 3999067 educational foundation In ona of
E-Mail ) g‘goﬁe!huslnesswgdd of t’ld eﬂ!lsl o e,
o L, H . Vi 3
Mail: Isp@modispro.com Sing orowh peeaial, egceon&?u'a
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Administrative Assistant

Treasurer's Offlce, University
of Callfornla, seeks Adminisira-
1lve Ass[stant 10 provide sup-
port for securities trading actv-
ty personnel, Responsibilities
include word processing, da1a~
base/flle management. Min, 3
years administrative related
experlence in a trading anviron-
ment pref'd, Must have excei-
len1  writing/communicatlon
skllls: multl-tasking, detalls
oriented, organized, self-starts
er &team player S1ron9 knowl-
edge of PC w/ Windows, Word,
Lotus 123 or Excel. Send letter/
resume by 6/11, 1o Treasurer’s
Office, Unlvers[ty of Californla,
PO Box 000, Oakland,

Screenlnn
¥TR20, Fax {510 5651,
. AAZEOE, Prevlous appilcams
need not apply.
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Join the staff of our Breast Can-
cer Research Program. Per-
form a full range of administra-
tive support dulles in a team
enviconment. This will lnclude
general secretarial work, as
well as travel arrangements,
conference planning, database
maintenance, and will require
handling issues of a confiden-
tial nature. Provide backup
support to the Executive Direc-
tor of Speclal Research
Programs. .

This pesition requires reievam
administrative/ clerical experi-
ence, and the ability 10 type 65
wpni, Excellent attention to de-
1all, accuracy and proofreadin
skills are a must. Must be flexi-
ble and able 1o work in a team
environment with minimal su-
pervision; sometimes under
deadlines. Must- be able 10
quickiy learn BCRP policies and
procedures sufficient 1o inde.
pendently respond 1o phone
and wrilten In?ulrles. Knowl-
edge of MS Office Is required,
Knowledge of Access and
PageMaker software s desir-
ed, as Is knowledge of general
medical/biological terminolo-
gy. and research granting
process

10: UCOP Human Resources &
Beneflt Services, #3009-39W,
N1 Franklin St. 9th_Floor.
07-5200. Fax:
{510) 987-0894. EDE/AA. Re-
view of resumes will begin im-

mediately and continue until
positlonis filled, Previous appli-
cants need not reapply.

Send cover letter with resume |-

Conventions
Assistant

Assist In coordinating 200+ na-
tional conventlons. Responsi-
bilities include reserving spa-
ce, preparing exhiblt material
for shipment, confirming ship-
ment dellveries and updat ng
convention database, Require!
1-2 years' administrative expe-
rience; strong organizational,
follow-through and interper-
sonal skills; and demonstrated
proﬂcicncy ln FileMaker Pro,
MS Word and Excel. Must be
detail-oriented and able 10 jug-
gle multiple prioritles.

At Thomson Learning, we have
everything you'd expect from a
leading company: an excellent
compensation . package,
growlh opportunities, and a
comprehensive benefits plan,
including 403(K). We are an
equal opporfunity employer

1o workforce
diversity.

Please send resume/cover let-
ter {o; Thomson Learning, Hu-
man Resources, 10 Davis Drive,
Belmont, CA 94002; Fax: (650)
591-2638; e-mail {no atlach-
ments %lease) belmonihmwa-
dswortl

ence job ¥CA100 ln me subleci
heading, Contact wiil be made
only In the event of Interest.

Please visit olr web site at:
www.itp.thomson.com

..,-.

ADMINISTRATIVE

141 141 . W

0B OPPORTUNITIES J0B OPPORTUNITIES JoB UPPDRTUNITIES

. e . ADMlNlSTRA:l‘IVE ADMINISTRATIVE .

oo’ s b | LEADERSHIP
(sus.asllfss?.ggz) """“““V fora Leadership at CatholicHealth-

care West, Bay Area Reglon is
not a value we [us1 falk about,
It's something. we expect of
every employee, It's how
we've won the lion's share of
admliration in the community
for the care we provide. It's the
pride we take In our purpose, In
ouy strength, and In our values,

EXECUTIVE/ .
ADMINISTRATIVE
ASSISTANT ..

We currently have an adminls-
{rative support position avail-
able [nthe Quality Department
for a candidale with 5+ years
executive administrative ex-
perience. In addltion 10 having
a high school dipioma (Bachel-
or's preferred), you must he a
skilled communicator able 10
work with tact and discretion
supporting governing boards,
adminisirators, managers and
staff, Good computer skills In
Word, Excel, PowerPoint, and
spreadsheet/dala  manage-
ment applications are ve-,
quired.

Please visit our website at
www.chwhay.org for more in-
formatlon, Or, send your resu-
me to; Catholic Healthcare
West, Bay Area e,?lon. Hue
man_Resources, #SFC060499,
185 Berry Street, Suite 5100,
San Francisco, CA94107 Emall
- resum ?chw.e u, Phone (415)
882-147 Fax (d15) 882-7490,

anArm Region
Catholic Healtheare Wes

CHW
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Jumpstart your career inone of
SE'smost prestiglous & hotlest
Co's, If you have marketing sav-
vy, smartsi.‘ aﬁ‘?\ . s:_:]llse s
sirong work ethic, we hav. -
eral glusmans in MARKETING

UNLIMITED GHOWTH
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Wadsworth Publishing, a lead-
Ing higher educational pubilsh-
er, has an excellent enlry-ievel
oppmunlly for a

Marketing
Assistant

Perform avarlety of adminlsra-
five responsiblifities, Including
direct mall coordination and
desktop publishing, Pravide

rpor for sales” meetings,
es representatives and con:
venﬂons. Requires 1.2 years'
administrative experience, ex-
cellem writien/verbal commu-
ation sKill
zatlona‘
tall, and
inMs
erpPoint
Internet.

At Wadsworth, we have every-
thing you'd expect from a lead-
Ing company. excelieni com-

O
=
A
]
b2

pensaﬂon package, growth 09'
portunities - and

comprehenslve beneflts pack-:

age, Including 401(K). We are
an equal opportunity employer
committed to  workforce
diversity.

Please send resume/cover lfet-
ter to: Wadsworth Publishing,
HR Rep.. 10 Davls Drive, Belm-
ont; CA" 9408% faxX 650/
591-2638; e-malf belmonthrgw-
adsworth.com.

_Join us on the Infernet;
“yeww.wadsworth.com

(AT 2) San Francisco Examiner K AJZ
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TAHLDPGEWIES ) BWEDLEDFMKIZIZ ) LFEEIN Y Th{, £t
KTCOLHFEMIZECPRO M TH L, FEHEAEADENERHRA TSR
X, FHEIAVRY F - R=x— (FEOFMK) 26V, £FICA>Te5H
BV I~y FAFWIHELFE) 2L H5WVTHS I, Clearly,
concisely, concretely, correctly with courtesy (HJE |2, fi#12, BRI

ELAEZFF->TC) ELDRETVAALY —ERICATRLZIETH A,

FHIZE 5 TIEZ D inquiry letter (EGEDFK) FEHETE2—-DF
RIZBDD2b L kv, TEXFRO7 +r—< vy b I (DHEFIOFETS,
(2) HffD&EEJ7, (3)salutation (HWEDDFEE), (4)ARL, (5)complimen-
tary close (#DEHE) L% 1 EEPITTHN— L7z, EETHEREEL
DEMOTEV)ZEEPIZL AL 72D S b TEW 2, $THHO
EFT A RGECHLD, XX vriay, XY XY L¥HE, 75V AEMT
bH ) DODHERFELITTFEIRAIIFTK S 72, FEICL o TEH Lo 7-D 3k
FrTh, 2tt%, WEH, FA PVPALLE, EOEFTELLEVS S
ETHbB, HELLTA PVAHADBPIEIPENDTH LS00 TIUTEEN L AR
CETHbB, EXDEFDOIEFIEHAL DA ZI0EL AR EES LR
AT e VEBE LS P o759 Th b, HHOFEIL, HTHE, %=
HAERT E DICAEFEICECEHBL, 7 VEEM L2, HROFERN
ODEXHFPEIHLEZ TIFA2OT, ¥HETH BT indentation (123 597)
OV B PEDPBANET,

HffOEXHITEHEL IFEP- 728, £1CH 7 & b T January & Febru-
ary DIIEREICE T 2 WEEAED 72, Word 2 Z ITA~NVF v 722 LT
LHESTHEH AV ZCORERIERICEZ TBWTHRL VY,

HAFED FHMOEFRKIZH 72 % salutation D Dear {& “inside address” 75 2
T T, BmPORLFTHOE VAR LY —DRIZIdaay (1) 24
\7 % o Dear DIRIZRHAREEL IEHD v 728 L WHIETH N Dear
D£I first name Z HEEWTH BWAS, Dear Mr. % Dear Ms. D£IC first
name (#7727, (Secretary’s Handbook)
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ZHEDOD - RBICBERIOETVRA - 9474 7 (FH)

W B2 72 % complimentary close [ AL 1 72T CEE I <% DUF
o TOTAFTEERITTHGDAR R Y A T3 50, ZEINIEZE AR~
A BT EDODPBBE LIS o728 ) Thh, 13 AEOFENESDZH]
DY A % L7eZ e\ NAR— MIEFETH A % LTwhH S Hy
TRWIEA ) LEZIZFENE -T2, FREREIET WD SIETART
A 2L TR L EMT L2502, BOOHA 2 ThiLH5IEAY
IZEDE BV THRVDOTH LY, A rOEEN, HEH2HEES L
FDEZOEDLDL, InEZIXHEVYE I LYy b~ FTLEZE, 4%
B CT L e, [HALEEMATHER W EEZ L ORAZZ, HEDIZ [
KAN] R EEFEMHLZVWERICE > TEHELWTHAH, LALTEA
REETEROERIZE o T, FAHARAIE > TIWE S EEICEMS
CEWFHEL, LPBEBENCEIZEREREICE>TIETIV 7 77Xy b EEW,
BRUADENEY THLILE, AMO—2ORNT LR ETHBEYREALZ L
DKLV, 29 L7 &2 FH L CHAEIIHEET L < THEC D Bk
BV A e BT S L) IR L,

I -4 : Inquiry Letter-243

HEADETAAV Y =B E, EXDETVF ALY —SHHEK TS
Ho AR EFE, BEORES [BHLETE T ] LBoMTICLD &
FIFIEATHM) ONTIT L, BEHBEICAZ, L2L, WEARD[H
HARD BEFEORENIIONVTHRZ TLZEV] L RTTEABE L0 EMT
W LALBEZ R T B 2 LIl B8 H 5, TITH <72 X 9 1 courtesy (AL
B AEATEVIT 2V,

9, (DARCTHEEBVTVL00, 2 ) RALELET, #YY 3
VI LR ol ) e RFECEHFRETCICHBTO R YT <,
2)Z L THREOEBICASL, T2 T CIOEFEEVWLWEARE, AT
Y CURETE L L) EMOEFET A LRV, [EFIZOWTEELL
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myi-n] EECE, BEo2l3 ) I3AFOMIIH N TRHELCHBA LS B
DHPFRE) ToDHDH) o €905 LEFARLUTRBMIES DO TRNL, 2
ZFTHEMEREICER L L7 EI2 % A RSV FHFRITIC L, 72
Mol Z ITEMEEEEZIIT A EPEENLEVWTRE T4, 21D in-
WMIma@k$&&36T%55o EARBL R ERTOMTD S EED
T T ILEBR A7 V2o Concise (fl# b:) , concrete (BAREYIZHIZ & B 7%
), clear (H#ELZ) PO LW SHICBWTHE, Q)L T4
bECRFEE W2 ERIFINA T complimentary close & & < & B\,
(f51)

I am a senior in college majoring in English and I am interested in the secretar-
ial position you advertised in The Japan Times on August 20. ({fff B/ HAH T D
XX #H OEHORNLE IO EZ RS E L72) ---and I am writing you to find
out more about the job. (EFIZOoWTEFZRAVILET,)

I would like to know the followings : (KDOERIIBE 2 {723 \,)

I hope you can help with this information, I look forward to hearing from you.

Thank you. 4T 2 [6], complimentary closeo

FHIZE o Tinquiry letter [FEH RN THMOTOE I AALV Y =175
WREEAE V. T DFETIE The Japan Times DR ANAZ X L THELOH 5%
ﬁ“iwﬁﬁ%%zfﬁﬁﬁwiﬁ%i<;k%%%&LtoHH% 7z
D) salutation DEO I T ¥ (1) EN/2) LT, BEEFHICEEREVD
%@@E?%Zb&m@%ﬁ%&7ﬁ—77b%ﬁ%LT%TLkO

150



EHEDTOD - BRI IOV VAR - 9474 7 (FEH)

I -5 : Thank you letter-$L1k

FLIRD—FDKRA Y MEIFA I V7% ks, 2FHFWELL V)
& THh b, BT job hunting (2 L T thank you letter / follow-up letter 7
KELEE % Fo 7> T BEMEATE o Job interview D thank you letter / fol-
low up letter [ Z N2 HFFTLEHF LS. 2O thank you letter %% 2 JE [
LML, ZORICLITRMBVRTI>TVEILDH57259,

HAEOUE VAANLETOR L TH A5, fLRIF LA HENICEL XL
HThHLH, MAHBIZTHRE NI 7 MEEEZ L3 ETHVEELLEET
H5D, HRKFILERHED =2 -9 — /7 THOKEHEIIILNEL L&
&2, Z @ thank you letter 2 AFEEAER & L TH S 7z,

[ AEREPOIMEL TRELEEFBWHOMEICBES TBEIZ:
ZEV)RETY, BAORMA, BATE Aff, VAT Ao EHIZ IR
ZEoTCREV] Loz DT, HBEEI9959FE, PCIEA - Tzl $72
VREDIATIA Y —DOFIHE->T2HEEEHbE LI EFEL Twd,
RREMETHL 00U E L LTOER WEL>TrFAa TRy Lv
D) WEEIZAS TR I Y a viZoiz, ULV ERREESHE TV
HARANBTEBDOHEFEIIZ ) L THLRZE L HEDE V.

BEHIRICBE 5929 L7z thank you letter IV 2o H TV 5, Resume
WX COYTAARELEERILT Y A T - 7 — 70 EVF 729 thank you let-
ter [CB L CIAFHZTHIADFES, 20 I PEANLE DT L5056
ThHIL, I—=F2FEIDPLTHAI, tLIRE D0 5L LFEMIE D
HELTHERLALPRALHR TS 2, (D TMVEbE~NDRFEL [
FCa—, FUyFTRETRHERTEM>THL oI ENDOEHHOSIE,
@) (D DI E A BICHMRIC oo o SRR, Q)EUDTE
EVo RS o & TH S,

¥% % Tl inquiry letter DRIZEFHIE V72 L AE L T thank you letter % 3§
& L7z, Inquiry letter DIRFIZIZFEICHETA DD, T84 ML Bido&D
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LaWEadnid v, £k X1&, “To Whom It May Concern:” X “Dear Sir
or Madam :” & salutation T# ¢, L7*L thank you letter 3 < & S (TidK
HELANTEZADEZRR YA PABRIE 2D LTWEDT, FhHDRFIZHEN
THHEA MNVEEHBENLRCECIICT S, CORBETHEEEFEST
full name X% A b V%% 2 T thank you letter 7t _Ei1F72,

Inquiry letter, thank you letter & ¥ % A L ¥ —DOFE N2 DOT, F4E
EFHOT 4 =7y FCOEBENRTETCEROEHDONT Y AB R o7,

I-1: Resume Writing-L F X DEZXH

Resume Writing (22D [ZED 7200 - JERICIRIIDOE T AR - T4 T4
Y7 D®RD core (HLy) Th b, HWERMSETTMm, HARETEE
9 B Tld resume DIRHEZ KD T B, DF ) THAPET 2w & HE
IZZ DT,

ST TITTHAROBEREE L HEED resume T IEER L, HWEETZFZORHAE
DEXSHOEEEZ D, BEFECEZEREVDO 7+ —< v M ¥HY, £0
ARV TL b, AFIZSEICHGOBERETLAT TR, —77,
resume |ZIEHREVD T 5 —< v MEhwv, 74—y b LEFEEHIT
Lo EMENROTEHRE T LOHEN T3 L T, HO resume & &2
TRV v, FEEE resume & R 72721 TR E X creativity (BIE77),
writing (JLE%#E {fES)), organizational skills (BFHETE) 72 &% fIWTHISK %,
ZOHWET L I-1TH o IEROER T O rewrite (FSHEL) FHEZ
HEoT-OFEAT B Oz0B%kO Lz, OX, EONHE ORE
BZZTHHET L, YuprbHGTHERL I LIER TV RVEEIZE
[BIE] LV DWRELT Ly v =D THb, ZNPLERT 4HE
T I FEEDOFEE IR Vv,

JEFEE b resume b A O, FBE, BEZHFECDEIFALTH L, L
L resume [CIZAEH AR EBEIIBLE TRV, &) XY EROBLE»S
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FEOZZOD - BBICETLOEY AR - 9471 7 (FH)
FATEWITRVL, BEZMTTIEWITR v, FEBICEBERO®EN
TNFEIE —EDP 2, BIREFIIFE - BEOHEREY 7272 RENICRAT
bo XXXHEOHAXH ABCH (ABCHD#) A% (Ath), XXX4EXH
OH WZE¥ B, BEELIZEDLNO22H509b Lk WIAADE
e EeEBECLEIARITLEALE Y, 7VF 4 ATEGTWAEHEA NICER
EE(ARAPERENTOERVDENS, FHEOT VAL FITHEMES
Fezevy, DT DREL LTROLN VDI BRE WIS KR2D Lk
Ve LrL, FELZSTTUNA IPOWAHALRKEREY LERE - £RELHEA
TWh, EZANT) ZLEHEIMMPBEREHFIIRVIALFAETIASIH LT
DHEEZERL LTS,

FRIIEEIZE>T—FEDE—NWVAKA Y O—DTHbH, LrL7
ABC KA, L2 Tidfie =@ L vwL, COEHH»ERATE
v, TEBEBELIZHMBETRESTSBMEICETL2L02FITITR Y,

Related course work : Business Writing, Cross-Cultural Communication, Eco-
nomics (PIEEEEIH ¥ VAR - FA 71007, Bxfbaia=r—3 3
v, R &, FLMRBEELECCR Y, BUED B A - 725413 GPA
(BAETHE) 2EVWTO RV, 29 TT 4 EMOERISTIREN 5,
LoD L TWTHEP72EEH 7259,

FHRIZLSTFBHEF LR VOFBETH L, BEETET VNS PR
FTUYTATDHEFEEIHENEILZ VD, resume IITEHEZF > TEWVWTHE
Ve TWNA R THEAL)ERT VT4 TTHH) LEN2OICELY TRV
L, TIPHLWVAHALERELTWEL, FATWS, EHEEL L THV
ThRWHhLEWST, BIWABEE T WEREL WL, #fEhrEnE
bE XV,

EEVT AV TRMDINVIALDOHEFE, 75023 - vV
RTWAIZINEE L 72K, 72o07:-DDRY v ¥ a VZHEDP S0 E BT 45
FHIT, HA, BEA, HRALI00AZBTICFEEDLH - 72 LB HRTHW
720 TOEX—ATORTFIVTEHWIREDN S LILEENIES, L2 F
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AL r A TH > THAER, FE, WML CORFEIIRE > T
72259 ERAICES 202 T 4 L7 ¥ =D F o Tz, 2 L TEDSENEK
TAHIEE AL T CICER Lz, EFEVHELZ WD LERBPN L VO
T, KTV, ZOMEPELED L ITEET L00EH AL O %
WRLEFICHTOEZ LI LWDE, TORUEL T4 AT T4 - h
Ly YOENSE2ME, FHRIZFTANL N TRTW2, EoftFHEF—5
02— F =AYy NTL1F5 7, LarL, TTLL %5 L&
DILxTH L7z L, FRRLER LTI TRERINDO AT 72, £ L THIR
ITREIEOE Yy 27 v TIRRS T4 L2y —LEL LI ICEATW L, M
L) FAACEIE DML E /b L FLEE T, 31T [MEIO/MEE DI
FEFSE] EVvol b TAZ 572, BIZTUNA P THo THREBOE S|
bl v, BELREATY, FMTHENEN->THEL Z EFMERZVD
D, FNPRBTH L, WHEAMNZECERL TE-HRAERZIADOTF
PONTRWEHFELZ =25 [HoM] THERAATHC L2 HERTLHE
D, 7R B L CE DT LWES I b,

TREHRO V2 A PLAEPRA =D LT EEIEL DT DD,
[fE] 2ZEIIEZTHD, AADBREETIIBZ L [HBFHE] [H
HER ] LT HGETRBIEE VR E S, HEFEIZD clerical work £ 5,
UL, —BBIEBIMZ L TERT LD, NS hT 714 ADHE
AR EBERASUEEBLER S, TT7 74 YRR TIVEMEK T - TR
ADQMIREIH AL T TL5DODMEXEBETH) - RFHTLH 5, 2FEOD
BERBOTEMZLEINLUE - BHRELRLZ5 ), BEEOMICTH
FEIIER CTIEH B DBERT 5 L TAHIFEKE L TWwWb, Resume TIEERED
(B ELALHTAT S,

¢ Answered phone, maintained clients’ database, and updated files.

(BHEOIEN, BEDT— 5 EHE 7 7 4 VOEH)
* Created and maintained comfortable and friendly work atmosphere.
(3% D 55 PH AR & Pl \HEF)
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FHEOIZOD - HBIZEILOET AR - T 74 7 (P

* Made travel arrangements for boss. (5 D HIETFE)

JEED Y 2 A LA, A2V IDOEEREZ DL, RIPROETY
WoTHEALZLZT, VI%FH 21Ty 2 @EZONLZ L, 9580
FEEFLHLOHVY, HEREBEEHRATENLEDICHIE L2MEAHY,
TLBREIIMFLZRRAZLEDH /27259, av CoTlEmHRED L
259 L, MR EELRAMHELALY LT THL, FALIEY
ZOHETET I DS LGS, ZIVIEEL LAAL T o7 CRBOMm
ATIIMEF 2 370 FITRESENR L, B0 0H [ &1
D—HEMEEB > TTE0OMAICE S, BBEEIE - D2>—D2DH:HEDEKIH
fRMED DT MM 21EL LV, Z0b72 X T UNA M THRERIZE
BELRDTHD,

BMTRKEBEE LTHAPEE, TTLY AT 220, HMo
FERD L7290 Lk, $4BEOFEEVL LAY Lk v, £
YT AT TOERIUME L-20d, BBOFHOMEE LA EFOEN
DWFEZ LY, T3a—=7 A HHICHEEZF VRO ECRETH D,
Ak F o TH resume (3 A D sales letter * 550 AR TH LS, Lohh
FoITETECLERV, FELLIEIE-MEHL b, ThiEETHEY
TAHEBETEZ BT

(D Dealt with demanding customers and resolved complaints.

(2 Provided customer service and established excellent relation with repeat cus-
tomers.

(3 Developed lesson plans and prepared instruction materials.

(@ Conferred with students’ parents and provided guidance.

(5) Supervised local children in a variety of activities at the community play-
ground three times a week.

(®) Provided care to the elderly in the neighborhood.

(D Wrote articles for the community newspaper.
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General Interview Questions

* Tell me about yourself. (B HDZ EIZDOWTEFLTL 728 W)
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B
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