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Resume

Resume means a written record of your education
and the jobs you have done, that you send when you
are applying for a job.
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American English _ British English

Curriculum Vitae
(CV)

Resume
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Vocabulary: Resume and Curriculum Vitae

You can post your resume on the
website free of charge.

Send a full CV with your job
application.
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Main Elements of a Resume

Work experience

Personal details / Personal information

Job objective / Career objective / Objective

Education / Educational background Reference / Referee
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Main Elements of a Resume

@ Heading [d']uﬁ']‘ﬂa\j resumel ................................................................................................................................... P

Wusuuugaues resume Usznaullgae first name (Fadu), family name (wiusna), address (iat)
waz contact number (aiAnga)

BETIIESE Surapong Daengdee
21 Moo 2, Soi Maenum, Jaidee Road, Mueang, Sukhothai 64000

E-mail: surapong_daeng@hotmail.com Telephone: 055-888555
Kraiwan Sripratak

21 Davey Street, Hobart, Tasmania 7000 Australia
E-mail: kraiwans@yahoo.com.au Mobile phone: (61) 413 191 878
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Main Elements of a Resume

@ Personal details / Personal information (ij’auadquﬁq)

tﬂudauwnmansmuaommd'mm‘iﬂuua Wy gender (\w#) nationality (stytn@) age (21y) date of birth
(Awfia)  weight (u'mun) height (daUge) marital status (8O UsANT) military service (MTNMYINMT)
Wae military status (FOIUNTWNNNNIT)

DENIIEE Nationality:  Thai Age: 24
Date of Birth: 1 January 1995 Marital Status: Married
Marital status: Single Military Service: Exempted

& Tuwne resume giduueratirdauves Personal data lulisaudy Heading
ymh luung resume wﬁuuuuua%waa‘mchwn‘lu Toulaind1afioiay
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Main Elements of a Resume

@ Job objective / Career objective / Objective [“a’mqu‘szauﬁtunﬂ‘mﬁ'ﬂ‘mﬂu]

Wudrunvanlinsiuineives resume wiaganaTuAsIMIaninuludumidla wiadaemanui
luanwoela
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SENTNEE Objective:  To apply for the position of Accounting Manager
| in the retail business
Profile: A highly motivated person with excellent interpersonal
skills and experience as an accountant
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Main Elements

of a Resume

2017-present

"‘h a a 4 Ao o oA - ¥ e
Y, AUANEUDY LSHN ATUNWNWLANWUE INA

- - o) ok - - o of
WuduiuaasdilliGou wimimsfine uassmiuitlaaumasfinenn
'lummuumamﬁamm winUsamAnnnle sulunsdindivanu@insfinw
- - o W - TV @ el ar W 3
funFumaunnmifnungeganialagiuneu dwiugndibiduiamsfnm

- @ 4 L'} a“r . - - Es
Wuannuauduavamangammasinway vionitlaGeunusa

Studying Bachelor of Business Administration

Program in Management,

Faculty of Business Administration, Rajamangala University of
Technology Thanyaburi

Subjects studied Advanced Accounting I, Advanced Accounting II,
Accounting Systems and Internal Auditing

2015-2017 Higher Vocational Certificate in Marketing, Nan Technical College

2012-2015 Vocational Certificate in Business Computer, Chiang Rai
Vocational College

2015-2017 Higher Vocational Certificate in Accounting, Chetupon
Commercial College

2009-2015 Matthayom 6, Phayao Pittayakom School

n d@msdnwiiodida u.uae fwald Matthagom 6 essndiuszuumsdnuning

Ry atholsfiena aansoldduunuld wu High School Diploma O.ﬂu us)
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@ Work Experience [USZaUun1Siiiuu)

N Wusuiiugan)sziamavhou aun Tieevhou dumism)
‘ uazi'aﬂn:\uthznaums fisuFmaaunniatunaulumadia
dwmiugiauti Training / Internship (MItNNW) #1130
aynellmeldiadails

Example

2017-present Department Manager-Accounting, Tofu Food Public Company Limited
2014-2016  Senior Accounting Officer, Tofu Food Public Company Limited
2012-2013 Accounting Officer, Palm Oil Technology Company Limited

2010 Intern, McLeod’s Daughters Video Rental Store
n luvszinadonne dmdumaiiuu CV fualiardn

x Employment (n941997u) unud1ir Work Experience

Main Elements

of a Resume
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Main Elements

of a Resume
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@) skills (Wnwuz) / Abilities (A uA"90)

Wuduitszyivingzuazanudnngyosdainsnu W
Languages / Language skills (n%1) Foreign Languages
(mwanUsanA)  Computer skills (MNSNNABNNUNDT)
WAL Typing skills (VNWMINUN)

Example

Languages: Thai, English

Computer skills: Ms Office (Word, Excel & PowerPoint)

Typing skills: Thai typing 30 wpm, English typing 25 wpm

Skills: Good command of spoken and written English.
Be able to use computer programs including
Ms Word & Excel.



Main Elements

of a Resume

Tuy Resume enaiivatadun ﬁ'é’ﬂﬁ'ﬂsé’mmsaamﬂﬁ
HTURATUNTIU WU Interests (ATINAUTR) Hobbies

("uedan)  Activities (AANTININ) Extracurricular activities
(AsnsTuuanvangns) use Awards ( TNIARlATL)

Example

Interest:  Movies, cooking and travel
Hobbies: Reading, swimming and cycling
Activities: Participated in the “Kon Pan R Year 2007” contest

"\ ..‘ a8 e & s B a f 8 s
g gy AVANGIDY USHN AMUNWANIBNNWUS 91NN




Main Elements of a Resume
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References: 1. Mr. Kajonsak Charoendeejai, Head, Department of Auto
Mechanics, Nakhonpathom Technical College,

Nakhon Pathom 73000
Telephone: 089-8567586

2. Mr. Somprasong Cheunjai, Vice President of Human Resources,
River Public Company Limited, 63 Rattanathibet Road,
Nonthaburi 11000
E-mail: somprasong_private@google.com

uuuudodaunna

31939(KNSIUNYKAY

Reference: Available upon request / Furnished upon request
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Education/

Educational Education:
2016-Present

background
2013-2015
2010-2013
Work Work Experience:
experience 2018-Present
2016-2017

Skills:
Interests:
Reference:
/d
Reference/
Referee

Anchalee Tumdee

Address: 20 Changnoi Street, Muang, Samut Prakan 10270
Telephone: 092-2742859 [ —
Email: Anchalee22@gmail.com

Personal details: Female, 25 years old (January 11, 1994)

Studying Bachelor’s Degree in Business Administration
at Chiang Mai University

Higher Vocational Certificate in Accounting, Saraburi Vocational College
Vocational Certificate in Business Computer, Chonburi Vocational College

Working as an accountant at Jeanette Trading Company Limited
Worked as a Sart-time accountant at Veggie Company Limited
Good Command of English, Ms Word, Excel and PowerPoint
Music and Sports

Mr. Sakol Deejai, Human Resources Department Manager,
Veggie Company Limited, Bangplad, Bangkok, 10700
Telephone: 085-6600594
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details/

Personal
information

nUELuA Job objective (optional element)




Main Elements of a Resume:

Heading

Heading ludauiianunsaldsunmevsadves
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Main Elements of a Resume:

Personal details

Personal details auisavinausldiieawnils
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Main Elements of a Resume:

Job objective

Job objective vhtailliusnglu resume
Y84 Ms. Anchalee Tumdee W8ANIN KLU
fusauaninqUszasAvaInisaing Wiamum
FoansasiasHusavneainsay Fsaznannfsluun

waolufinld
(optional part)

Jame

Intelligence Specialist /

EXPERIENCE

British Secret Se;
Jan 2001 - Present

Protecting the UK an
around the world.

Liaising with intellig

Instrumental in foil
of Fort Knox and th

ROYal Navy, Por
Jan 1990 - Dec 2000

Special intelligence
threats to national

In charge of eliteu
theatres from RUS

gDUCATION

university of



Main Elements of a Resume:

Education

Education aunsaddunis@nuniiludagiuge
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ain Elements of a Resume:

Work experience

Work experience aaslddayasumniis
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Main Elements of a Resume:

Skills

Skills Tneniluisuldanugiuisantsnieinas
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Expression: Writing about language skills

Good command of spoken and written English. Possess working English.

Fluent in spoken and written English Fair knowledge of English

Capable of reading and understanding English Excellent in English communication

Able to handle English correspondence independently Competent in English conversation
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Vocabulary: Some common computer skills

Communication and collaboration tools

Operating systems (Windows and MacOS)
(Slack, Skype, etc))

Office suites (Microsoft Office, G Suite) Accounting software
(QuickBooks, FreshBooks, Xero, etc.)

Presentation software (PowerPoint, Keynote) Social media (Twitter, Facebook, Instagram, etc)

4 Spreadsheets (Excel, Google Spreadsheets, etc) Data visualization

Reference: https://www.indeed.com/career-advice/resumes-cover-letters/computer-skills



https://www.indeed.com/career-advice/resumes-cover-letters/computer-skills

Main Elements of a Resume: Interests

Vocabulary: Personal interests

Club Memberships
Blogging

Sports

Art

Gaming

Traveling Uszlevuaani1939unanssutUnUINIs IRLABIANS
Child Care
Pet Care
Music
Cooking
Collecting
Reading

Volunteer Work/Community Involvement ‘

Interests fwuldnusnisnidadasiuindy

(D1%)
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Main Elements of a Resume: Reference

Reference T4 resume 9949 Ms Anchalee Tumdee 1&1'“2’1”0%61
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Generally, the best people to include as references are:

o Current or former manager or direct supervisor
o Current or former co-worker

o Current or former employees/direct reports

o Academic advisor

o Professional mentor
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