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ɲʽʰʵʽˁʰˋʾʰ ʶ˅ʶˏˊʶˋʹˌ ʶˊʴʰˋʾʰˌ 

        
 
ɳˍˇʽ˃ʰˋʾʰ 
ɰʽˇʴˊʰ˒ʽˁˇˏ 
ʅʹ˃ʶʽ˗˃ʰˍˇˌ 

 

  

  
 ɲʽˁˍˏ˖ˋʹ  
ɴˊʶˎ˄ʰ  
ɮʴˇˊʱs  
ɳˊʴʰˋʾʰˌ 

        
     
  ʃʰˊʰˁˇ˂ˇˏʻʹˋʹ  

       (Follow-up) 

 



ɼʰˍʰˋˍˊ˗˄˖ ˍʹ ˋˍˊʰˍʹʴʽˁʺ ˃ˇˎ 

üȹɖɛɘɞɨɟɔɖůŮ ɏɜŬ ɝŮɢɤɟɘůŰɧ, 
ñȺˊŬɔɔŮɚɛŬŰɘəɧò ɚɞɔŬɟɘŬůɛɧ  email 

 

üȹɖɛɘɞɨɟɔɖůŮ ɖɚŮəŰɟɞɜɘəɎ 
űŬəɏɚɞɡɠ ɔɘŬ Űɘɠ ŬɘŰɐůŮɘɠ ŮɟɔŬůɑŬɠ  

 

üɀɎɕŮɣŮ ɧɚŮɠ Űɘɠ ˊɚɖɟɞűɞɟɑŮɠ 
ˊɞɡ ɗŬ ɢɟŮɘŬůŰŮɑɠ ɔɘŬ ɜŬ ɝŮəɘɜɐůŮɘɠ 

 

üȾɎɜŮ ɏɟŮɡɜŬ ɔɘŬ ŰŬ ŭɘɎűɞɟŬ ůŰɡɚ 
ɓɘɞɔɟŬűɘəɩɜ ˊɞɡ ɛˊɞɟŮɑɠ ɜŬ 
ŮŰɞɘɛɎůŮɘɠ. 

 

 

 

 



ʃˊˇˋ˖ˉʽˁʺ ɮˎˍˈ-ʰ˅ʽˇ˂ˈʴʹˋʹ 

üɆəɏɣɞɡ  - ɇɘ ɗɏɚɤ;   

   

üɂŮəŬɗɎɟɘůŮ ůŰɞɜ ŮŬɡŰɧ ůɞɡ Űɞɡɠ ɚɧɔɞɡɠ/ŬɝɑŮɠ 
ˊɞɡ ɗɏɚŮɘɠ ɜŬ ŮɟɔŬůŰŮɑɠ. 

 

üȷɜŬɔɜɩɟɘůŮ/ŬɜɎɚɡůŮ Űɘɠ ɘəŬɜɧŰɖŰŮɠ əŬɘ 
ŭɡɜŬŰɧŰɖŰɏɠ ůɞɡ (soft and hard).  

 

üȿɎɓŮ ɡˊɧɣɖ Űɞ ɢŬɟŬəŰɐɟŬ əŬɘ ŮɜŭɘŬűɏɟɞɜŰɎ ůɞɡ. 

 

üȷɜŬɔɜɩɟɘůŮ ŰŬ ŮɜŭɘŬűɏɟɞɜŰŬ, ŭŮɝɘɧŰɖŰŮɠ əŬɘ 
ŮɟɔŬůɘŬəɏɠ ŬɝɑŮɠ.  

 

üȷɝɘɞɚɧɔɖůŮ Űɘɠ ɘəŬɜɧŰɖŰɏɠ ůɞɡ (SWOT Analysis) 

 

 

  



ʅˍˈ˔ˇʽ ɰʽˇʴˊʰ˒ʽˁˇˏ ʅʹ˃ʶʽ˗˃ʰˍˇˌ 

üʃˇʽˇʽ ʶʾ˄ʰʽ ˇʽ ˁˏˊʽˇʽ ˋˍˈ˔ˇʽ 
ʶ˄ˈˌ ʲʽˇʴˊʰ˒ʽˁˇˏΥ 
 

1. ɿʰ ʶ˅ʰˋ˒ʰ˂ʾˋʶʽˌ ˍʹ˄ ˉˊ˗ˍʹ 
ʶˉʰʴʴʶ˂˃ʰˍʽˁʺ ˋˎ˄ʷ˄ˍʶˎ˅ʹ 
(1st Interview) 
 

2. ɿʰ ˉˊˇˁʰ˂ʷˋʶʽˌ ʵʹ˃ʽˇˎˊʴʽˁʺ 
ˋˎʸʺˍʹˋʹ ˋˍʹ˄ 
ʶˉʰʴʴʶ˂˃ʰˍʽˁʺ ˋˎ˄ʷ˄ˍʶˎ˅ʹ 
 

3. ɿʰ ʶˉʽˁˇʽ˄˖˄ʺˋʶʽˌ ˍʽˌ 
ʽˁʰ˄ˈˍʹˍʶˌ ˁʰʽ ˉ˂ʹˊˇ˒ˇˊʾʶˌ 

Name Surname 



ʃʶˊʽʶ˔ˈ˃ʶ˄ˇ 

üɆŰɧɢŮɡůŮ ůŰɞ ůɤůŰɧ ˊŮɟɘŮɢɧɛŮɜɞ.  

 

üɆɡɛˊŮɟɑɚŬɓŮ Űɞ ŭɘəɧ ůɞɡ 
ŮˊŬɔɔŮɚɛŬŰɘəɧ ˊɟɞűɑɚ / ˊŮɟɑɚɖɣɖ 
(Personal Profile or summary) 

 

üɆŰɖɜ ˊŮɟɘɔɟŬűɐ Űɤɜ əŬɗɖəɧɜŰɤɜ 
ůɞɡ, ɝŮəɑɜŬ ɛŮ ñŭɡɜŬŰɎ/ŮɜŮɟɔɎò 
ɟɐɛŬŰŬ əŬɘ ŬɟɘɗɛɖŰɘəɏɠ 
ˊɚɖɟɞűɞɟɑŮɠ ˊɞɡ ŬɜŬŭŮɘəɜɨɞɡɜ 
Űɘɠ ɘəŬɜɧŰɖŰŮɠ əŬɘ ŮˊɘŰɡɢɑŮɠ ůɞɡ. 
 

 

        
 

ɳˍˇʽ˃ʰˋʾʰ 
ɰʽˇʴˊʰ˒ʽˁˇˏ 
ʅʹ˃ʶʽ˗˃ʰˍˇˌ 

 



ʃʶˊʽʶ˔ˈ˃ʶ˄ˇ 

ɄŬɟɎŭŮɘɔɛŬ 

 

ÅɄŬɟɎ ɜŬ ˊŮɘɠ:  

 

 Duties: Filing 

 

ÅɀˊɞɟŮɑɠ ɜŬ ˊŮɘɠ: 

 

 Maintained and organized an 
 accurate record of 
 confidential papers and 
 electronic correspondence 
 for XYZ Department. 

 

        
 

ɳˍˇʽ˃ʰˋʾʰ 
ɰʽˇʴˊʰ˒ʽˁˇˏ 
ʅʹ˃ʶʽ˗˃ʰˍˇˌ 

 



ʃʰˊˇˎˋʾʰˋʹ  

üȺˊɏɚŮɝŮ ɛɘŬ ŭɘŬəɟɘŰɘəɐ 
ɔɟŬɛɛŬŰɞůŮɘɟɎ. 
 

üɉɟɖůɘɛɞˊɞɑɖůŮ ɞɛɞɘɧɛɞɟűɖ 
ˊŬɟɞɡůɑŬůɖ. 
 

üȷɝɘɞˊɞɑɖůŮ ɏɝɡˊɜŬ Űɞɡɠ ɚŮɡəɞɨɠ 
ɢɩɟɞɡɠ. 
 

üɄɟɞŰɑɛɖůŮ ŰŬ bullet points ˊŬɟɎ ɜŬ 
ɔɟɎűŮɘɠ ˊŬɟŬɔɟɎűɞɡɠ. 
 

üũɟɎɣŮ ůŰɖɜ ȷɔɔɚɘəɐ ɔɚɩůůŬ, ŬɚɚɎ 
ŮŰɞɑɛŬůŮ əŬɘ ɏɜŬ ůŰŬ ȺɚɚɖɜɘəɎ. 
 

üɆɡɜɐɗɤɠ 2 ůŮɚɑŭŮɠ ŮɑɜŬɘ ŬɟəŮŰɏɠ. 
 
 

 



ɲˇ˃ʺ 

üContact Details 

ÁɃɜɞɛŬŰŮˊɩɜɡɛɞ,  

ÁɇŬɢɡŭɟɞɛɘəɐ ȹɘŮɨɗɡɜůɖ, 

ÁEmail, 

ÁȾɘɜɖŰɧ ɇɖɚɏűɤɜɞ. 

 

üPersonal Summary / Statement 

  

üWork Experience  

 

üȼɛŮɟɞɛɖɜɑŮɠ  

    (March 2000 - February 2013)  

        
 

ɳˍˇʽ˃ʰˋʾʰ 
ɰʽˇʴˊʰ˒ʽˁˇˏ 
ʅʹ˃ʶʽ˗˃ʰˍˇˌ 

 



ɲˇ˃ʺ 

üEducation & Trainings  
 

üProfessional Memberships  
 

üSkills: 
ÁLanguages  
ÁIT Skills and Software  
ÁCompetencies 

 
üAchievements 

 
üInterests 

 
üProfessional References 

 
 

 



ɿʰ ʻˎ˃ʱˋʰʽ ˄ʰΥ 

üȷɜŬˊɟɞůŬɟɛɧɕŮɘɠ Űɞ ɓɘɞɔɟŬűɘəɧ 

ŬɜɎɚɞɔŬ ɛŮ Űɘɠ ŬˊŬɘŰɐůŮɘɠ Űɖɠ 

ɗɏůɖɠ ˊɞɡ ŬˊɞŰŮɑɜŮůŬɘ 

 

üȺŰɞɘɛɎůŮɘɠ ůɡɜɞŭŮɡŰɘəɐ 

ŮˊɘůŰɞɚɐ (Cover Letter) ɛŮ Űɞ 

ɓɘɞɔɟŬűɘəɧ ůɖɛŮɑɤɛŬ 

 

üóȺɢŮɘɠ ɏŰɞɘɛŮɠ ůɡůŰŬŰɘəɏɠ 

ŮˊɘůŰɞɚɏɠ 

 

üȻɐŰɖůŮ ůɡɛɓɞɡɚɐ Ŭˊɧ Ůɘŭɘəɞɨɠ 

        
 

ɳˍˇʽ˃ʰˋʾʰ 
ɰʽˇʴˊʰ˒ʽˁˇˏ 
ʅʹ˃ʶʽ˗˃ʰˍˇˌ 

 



ɰʽˇʴˊʰ˒ʽˁˈ ʅʹ˃ʶʾ˖˃ʰ 

ȹŮɑɔɛŬ: 

 

 
 

 

 



ɽʱʻʹ 

üɃɟɗɞɔɟŬűɘəɎ əŬɘ ůɡɜŰŬəŰɘəɎ 
ɚɎɗɖ 
 

ü  ɀɖɜ ˊŮɟɘɚɎɓŮɘɠ ŬůɐɛŬɜŰŮɠ 
ˊɚɖɟɞűɞɟɑŮɠ 
 

üɀɖɜ ŬűɐůŮɘɠ ɏɝɤ ɖɛŮɟɞɛɖɜɑŮɠ 
 

üɀɖɜ ɔɟɎɣŮɘɠ ŬɜŬɚɖɗŮɑɠ 
ˊɚɖɟɞűɞɟɑŮɠ 
 

üɀɖɜ ŭɩůŮɘɠ ɏɛűŬůɖ ůŮ Ŭˊɚɐ 
ˊŮɟɘɔɟŬűɐ əŬɗɖəɧɜŰɤɜ  
 


