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Whaot does o resume contain?

Resume (i v3d-g-ui) Wwendsdguteus: i@ ua.,qmawmwuaﬁ’ma'm
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) Main Elements of a Resume
—e Heading
o —e Personal details / Personal information

e —e Job objective / Career objective / Objective
—e Education / Educational background

— Work experience aalas#nséuug‘
—e Skills
—* Interests

“—e Reference / Referee

Qm:]bmo.dclﬂngou

1 9 N A o S a o 0o W a 1Y) o @ o = P ° . . v a
. o) Suivdvas uiem didnfiuvieuius d1in arwdingenieanuniautitansineu (English for Career Preparation) 5i#s3w1 20000-1221 Lesson 3



@ Heading [d‘]uﬁqaa\j resume) ................................................................................................................................... P

Wudmuugares resume Usznauldede first name (Yadu) family name (uwana) address (#iat)

WAz contact number (lUa3AneD) e Daasie

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

@ Personal details / Personal information [il’auad':uﬁ"'a) """"""""""""""""""""""""""""""" v

Lﬂudqumnmm\ﬁwa"mmd‘mm‘lmua U gender (WWA) nationality (Jtydn@) age (218) date of birth

(huiin)  weight (mwun) height (§uge) marital status (Fa uzdusd) military service (NINUANATT)

Wae military status (amumwm\mwﬁ) Nationality: Thai Age: 24

Date of Birth: 1 January 1995 Marital Status: Married
Marital status:  Single Military Service: Exempted

luwe resume diFuuenaridauves Personal data lulisauiu Heading
Yo d luune resume Qﬁuuﬁuua:iagaﬁous‘fwan@ Toulsinanafioay




@ Job objective / Career objective / Objective (ﬁ'mqﬂ‘ssa\imunﬂ%aﬁﬂ‘aﬂﬂu]

WudrunvanlvnsiuinE@auas resume wiadadaTuAasnITaznuludumisle wiadiawinauin

luanwaula
o

M wsufe luvtedszwa Wy JszwdAdsngey analdwidanZandn Profile ésa"h.i‘lﬂ”nahqﬁﬁ’ﬁqﬂﬁxmﬁ
ueldluussenafivdadadinsluauniiaula

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

@ Education / Educational Background (Uss3Gin1siinin) [ »
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2017-present Studying a bachelor’s
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

a@msdnuniiodnsa a.umw fiusls Matthayom 6 Wssamidiuszuunisdnuilng
atielafiony aansal¥mBuunuld wu High School Diploma (1#lu Us)
139 Higher School Certificate aﬂuﬂqzmﬁ wu the UK, Australia & New Zealand)
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Dusuiiusansziinvinems laun Tieevhou sunism
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Tnutifiaeing Training / Internship (mailnnu) sunnszy
atlumalamdaiila

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 n
2010 Intern, McLeod’s Daughters Video Rental Store

—

luvsznadonge Sufumsfuu CV fualddmdn
Employment (n1941997%) wnuA1i1 Work Experience

Lﬂudquﬁisqﬁﬁﬁ’nuxua:mmﬂﬁmmﬂmQ’aﬁ’ﬂ'z‘mu SN
Languages / Language skills (ﬂ‘?H"?) Foreign Languages
(mwaniazma)  Computer skills (VABYNNADUNIADS)
WaT Typing skills (HNHNITAUN)




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.
Able to use computer programs including
Ms Word & Excel.

Tuune Resume mnaiiidadu q ﬁg’fﬁﬂ'ﬂiﬁ"ﬁﬂﬂ'}iﬁhﬂﬁ‘lﬁ
HIUdiATNUNTIV 1 Interests (ANWATA) Hobbies

(V1uafiIn) Activities (A139n3347%1) Extracurricular
activities (ﬁammuannéﬁgm) Scholarships (qunﬁﬁnm)
use Awards (THIAIAIL)

Interests: Movies, cooking, and travel

Hobbies: Reading, swimming, and cycling
Activities: Participated in the “Kon Pan R Year 2007” contest
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“aeiiWidiavain” file

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

Reference: Available upon request / Furnished upon request
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Read Anchalee’s resume below.

Education:
2016-Present

2013-2015
2010-2013

‘Work Experience:

2018-Present
2016-2017
Skills:
Interests:
Reference:

Anchalee Tumdee

Address: 20 Changnoi Street, Muang, Samut Prakan 10270
Telephone: 092-2742859

Email: Anchalee22@gmail.com

Personal details:  Female, 30 years old (January 11, 1994)

Studying a bachelor’s program 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 part-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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20 auudnatios dunedios Sminaymsusms 10270
09-2274-2859
Anchalee22@gmail.com

wevde 918 30 U (11 unsAn 1994)
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. Activity Ko ' Check (v') True or False for each statement.

@ Her family name is Tumdee.

@ Anchalee doesn’t have an email address.

) Anchalee is 35 years old.

Anchalee worked at Veggie Company Limited.
@ ‘Resume’ is ‘CV.
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| Activity %]

Name Charnwit Ruamijai

20 Rock Street, Mueang, Supanburi 72000

Telephone 035-525775
(2) 099-3421205
E-mail charnwit@yahoo.com

Personal Details Male, 29 years old, Single, 65 kg, 172 cm
2] 1 January 1990
(4]

2013-2015  Bachelor’s degree in Business Administration, Khon Kaen University
2009-2011  Higher Vocational Certificate in Finance, Udon Thani Vocational College
2006-2009  Vocational Certificate in Marketing, Supanburi Vocational College
2003-2006  Matthayom 3, Kannasootsuksalai School
Work
2015-Present Working as a marketing officer at Deanne Hotel, Bangkok
2010-2012  Worked as a part-time cashier at Tomato Superstore, Udon Thani
Good Command of English & Thai
Computer Skills Knowledge of Ms. Words, Excel and PowerPoint
L) Movies, photography and travel
(8] Ms. Duangdao Sawang, General Manager, Tomato Superstore,
Udon Thani, Tel. 042-888222

\

@ @Address
@ a. Address

© a. Height
@ @XEducation  b. Date of Birth
© a Education  b. Date of Birth
0 a.Interests

@ @)Interests
© a Name

(®)Languages
b. Languages

o

b. Employment

f?'mi'uﬁ'ﬂ.ummSanqui"n‘h?un?al“msﬁnmtfu Antnnussiznssanisnisedadmnwuusililémen
Vocational Certificate dusu dsznatiadasitndn (Uav.) waz
Higher Vocational Certificate d1usu ﬂs:mﬁﬁuﬁmﬁiﬁwéuga (Uoat)

Read the resume and fill in the blanks using the given words below.

b. Mobile Phone
(®Mobile Phone

. First Name
¢. Schoolarship
(©Date of Birth
¢. Experience
(CExperience
¢. Experience

¢. Experience

(©Reference

d. Family Name

d. E-mail

d. Date of Application
d. Activities

d. Activities

d. Awards

d. Awards

d. Address



i 3.4 . .
Aetmity Read Preeyawan’s resume, then underline the correct answers in brackets.

Preeyawan Deejai

Address: 25/1 Moo 8, River Road, Rattanaburi, Surin 32130 ) } Yenamsu il
Telephone: 098-3079217 yiog: 25/1 vy 8 auuwait Fauy3 gumd 32130
E-mail addres.s: Preeyawan_d@hotmail.com Tns&wi: 098-3079217
Personal details: Female, 32 years old (May 19, 1992) i
JLUALDAATE: Preeyawan d@hotmail.com
Education: foyaduda: wevids 81y 32 U (19 wquaau 1992)
2016 Bachelor of Science (Computer Science), Chiang Mai University P
: : . ; : . n1sAnY:
2012-2014 Higher Vocational Certificate in Information Technology, Sisaket . . e e .
Technical College 2016 Uiggas Inenmanitugin (neimsaeuiames) ummingrdudeddvd
2009-2012 Vocational Certificate in Management, Loei Technical College 2012-2014 Uszmalisdnsdorinduas awavelladasauna InerduentafinueSasing
2006'2'?09 Matthayom 3, Satri Nakhon Sawan School 2009-2012 Usenmatlodesivndn arvinsdnnis Inenduentiadneias
Work experience: o 3 T o ¢
2018-Present  Senior IT Officer, Tomato Company Limited e S SR
2017 IT Officer, Target Superstore Company Limited Uszaumsanina:
Language Skills: ~ Good Command of English & Thai 2018-agiy Wimhitemlaansaume uien Tnuln diie
Computer Skills: Web Programn'{mg, Operating System, Microsoft Word, 2017 ety L T g7 3 L L
Excel, PowerPoint and Access =" - % £ v
Interests: Basketball, movies and photography NEEAIUNT: Tinrwdainguuaznmula
Reference: Mr. Jirayuth Roongpasert, IT Department Manager, inwzduasuiawes: Mmaloudu szuulitinislulnseediisn nea wneswoud uazudniwe
Target Superstore Company Limited, Bangplad, Bangkok aruaula: wainauea gvils uagdiegy
Telephone 02-4192468 o - yu s e s o v v
YARADNNBA: AMATIYS ARNTsuRLNETALWA Uit miAa gwedalag 91in viawdn

nsavm Inséwdl 02 4192468
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° Is she computer ]iterate’.’[(Yes, she isJ / No, she isn't.)

© Which sport is not mentioned in the interests section? basketball)

© Who is the referee mentioned in her CV? bﬂr IirayutIJ/ Ms. Duangjai)

© which company is she currently working for? (Target Superstore Co., Ltd. / [Tomato Co., Ltd. )]

O Which secondary school did she go to? [(Satri Nakhon Sawan School }Loei Technical College)

” \ a £ a o o v a o o w o - [ . . v a y ﬁ\
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—Flight-details— E-mail address _ . Work experience

—Waistline—— "7 Personal details - . -Criminal-record
Address Reference Computer skills
Interest —Starsigh—— Language skills
Telephone — ~Previovs—salary EE Education
Pet [ ]




Ekachai is a civil engineer. Write a resume for him by using the information given below.
() ?0p G
AuUa

My name is Ekachai Ngamchaorendee. | was born on nudle onty suwiyd WailoTudl 9 NUNINUS 1991
February 9, 1991. My address is 10/1 Moo 6, Pencil Road, Mueang,
Chiang Mai 50000. In 2008, | finished Matthayom 3 from Chiang
Mai University Demonstration School. Then | went to Phayao

Technical College to study and graduated with a Higher Vocational
o ] of =
Certificate in Building Construction in 2011. At the undergraduate ANy mzImazIunsAnEsTAUU sz Al UAT IV N

level, | furthered my education at Chiang Mai University and graduated | qfugla anvntnsneadnelull 2009  dwiuszaudEygns

Uruiavil 10/1 vy 6 auuAudae d1neilies Jmdadesln
50000 Tt 2006 nuduSINTANWITULSEUARNWIN 3 27N
IsaSguaSaumineasdesivi nufnudeninede

with a Bachelor of Engineering (Civil Engineering) in 2014. After graduation, | got a job 25 | puAnwdaflumIneae@eddni wazauuiyyraiaiu

ia civil engineer at Bob Construction Company Limited and have been working there until now. Adanssudrans arvrddanssulesalutl 2012 wasINIU

{As for my language and computer skills, | have a good command of English and computer o oy el mer, v W A
| mMsAne aulaududaInsles1iusem Uau nadsne 31ne
iprograms such as Microsoft Word and Microsoft Excel. When | have some free time,

o a o = o o e
| love swimming and cocking. I'm also interested in going camping. LLE!.,VI'N'IHWUHQU{N{IQQUH dmsuriner Namwuas

=Y o o
You can contact me via 061-9265099 or ekachai_n@gmail.com. ABUNILMDS wud NsaldnIvIdengueuaziusunsy

] a T .3 ¢ ad < Yt '
st e s ABUNADS 1TU TUTATYDNAITA HAZLDNALAR LUEININS

HUYAUIRUMAZINaINS  wudsaulalusasnisiunnaud
arursnfnsanulafiiuas 06-1926-5999 wiadiua

ekachai_n@gmail.com.
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Use the resume in Activity 3.1 as an example to write your own resume.

My Picture
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5:59 PM

)
L?} Monitor your progress

@ Write as mapny new words you have learned in this lesson as possible.
Amauduseiunagnilayedaau

@ What are the main elements of a resume?

- Heading - Skills

- Personal details - Interest

- Job objective / Career objective / Objective - Reference / Referee

- Education / Educational background

- Work experience

@ How do you say these words in your language?
o Vocational Certificate_t/szn1adevnsavign
o Higher Vocational Certificate YszniAilyunsavidnauge

o Bachelor’s degree _13ga1a5

What kinds of skills are commonly mentioned in a resume?
language and computer skills

@ write your interests or hobbies,
ArmaudununagnilavednsHaoy

(=)

Write some examples of computer skills.
AMUTUNUNAENTvYaIAIHAY

What does the expression available upon request or furnished upon request

mean? Discyss the meanings with your friends.
vz ikliadinisiasve

What do we call a person who knows you and is willing to give information
about you to your potential new employer when you are applyingfor a job?
reference or referee

In a CV written in British English, what is another word for ‘reference’?

You may do some research via books or the internet.
referee

How do you say Vocational Certificate in Thai?
Usen1AdegunsIvITn




