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G . AL HNS Gl }:) :
Resume 1
Name  : CHAN Siu-in Jane (P4i)
HKIDNo. D123456(7)
Address Flat 1234 Fok Lok Mansion ) £
300 Fok Lok Road 3 P BEREA
Kowloon
Tel.No. : 2312 3456
iliss
Schools Attended & : P (CHAN Siu-iin)
2008-2009 Marvel Commercial College (Business Course) - 7
. 2003-2008 Novel Secondary School (Form 1 to Form 5) ; SOABRE - D123456 (7) -
Do S (O AURSHENE S00SERIE 1234 1
\cadem a ne i mmem . 20120456 7
2010 Certificate jn Second Level Book-keepingand | K wERE
Accounts, London Chamber of Commerce <
2009 Hong Kong Certificate of Education Examination | - | 2
Chines Lanci ade O Biology © @ 2009-2010 71_.5!%%4!5? [(GES ¢ 2253
English Language (Syll. B) (E) Geography (D) | 1994-2009 HHPB (P—EFH)
Mathematics (C) History © S HEE ‘
@ A 3 2010 RUBEHDABRER | @
le.lO"A(ug2009 Receptionist in Hong Kong Co. Ltd. e e i
- leceptionist in Hong Kong Co. L ' e e
Duties involved: FEEX D £# C ;@
« handling telephone calls; KEEX(REZ)E 8 D !
* typing invoices and letters; and f L] C B+ C
> « distributing incoming and outgoing mails
B\ Exira-cuniculer Actities ; T{Essh
I o SHGA beayetbaliadin captain . BT 0008 TREESA GESERATERESHE
« Hong Kong Red Cross cadet @ N BB i
;Smden\t’vunbnoommmee;ember 1 . EEEERRS—MEN 13 -
Other Skill : inese Word Processing 20 w.p.m. T =
English Word Processing 40 w.p.m. e QQ?Q&QmEﬂX#
: o ABEREBE
Availability : Immediate
Reference : Available upon request --© MANER o BREREBRE
o BEA+TRLEMME G
o BAESKREH -t
IF8AH40F -- @
it Notes TRAMOE
5 (1) @ARN A ET
% (2) SERIFRE
2 o BRI FEEEREL \ G}
(3) BEAERENLELE RS )
(4) WshED N < S INND, s
. ﬁmmﬁ@a{a\:ﬁaemma ARRURRRTI P —
fad ciih 2 L \
(6) #xEe
. F'l.‘kﬁﬁﬂllﬁﬁlﬂ&ﬁ
6) #MA

o JUHME=GIEAA (06 - BARNEE)

o YARPEMRNSHFE

o MEFHBN A EHORMRBADA  THEE LS
"References: avalable upon request' " IFMA | EEERS L« B
FHARTEESFHA

=
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Fiat-1234 Fok Lok Mansion
300 Fok Lok Road
Kowloon
1 July 2010 ---
Mr. David Lee
The Human Resources Manager
ABC Company
12/F ABC Building
123 Hong Kong Road
Hong Kong
Dear Mr. Lee,
Application for the Post of Clerk

| write iri response to your advertisement in’ South China Morning
Post on 30.6.2007 inviting appheaglons for-the post of clerk in your

Jaccounting department.

| have my sohool ducation at Novel

School in May 2006 with six passes in-the Hong Kong Certificate af
Education Examination. | have also completed a training course in
book-keeping and acquired a certificate in Second Level Book-keeping
and Accounts issued by the London Chamber of Commerce this year.
With interest in the field of commerce, especially in accounting work, |
would like to pursue my career in this direction.

| enclose a resume with details of my personal particulars. | should be
very grateful if you could grant me an interview so that | can explain my
qualifications more fully,

Yours sincerely,

Signature
(CHAN Siu-lin, Jane)

Encl.

1.Resume

2.Copy of HKCEE certificate

3.Copy of LCC certificate in Second Level Book-keeping and Accounts

Application Letter
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