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1. Position Applied for =250

Position F&P

2. Personal Data ' * €¥f]

Name 1% £ (English ) (Chinese 1)
Age F & Date of Birth {114 [ I
Tel No %?ﬁ@ﬁ% (Home =) (Office * fil)

(Mobile Phone = Tﬂ%’ﬁﬁ / Pager [E1)

Address = HH

3. Employment History ~ [E5SE&

Company ** Fil Job Title F b Serving Period & # | Salary -2

4.  Education/Training Qualification %E#%_/,?”TW

Name of School Z54% €78 From(Yr) to (Yr) Course/Level of Study FA/5FE
HIE)E(F)

"1 Completed F.5 fl1=r £ Year & {7}

0 F6toF7 i =i+ Year F {7)

[ HKCEE Sub. Passed English (Syl. A/B) Grade
[ HKHL Sub. Passed [ HKAL Sub. Passed
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Special Skills F f53fi<

] PC Knowledge %ﬁﬁ]ﬂ‘%

1 English Typing ¢+ 73~ wpm
1 Chinese Typing [[17¥ 73~ wpm
[l Accounting F’ﬁl% LCCIL: [DEle [lInter L[] Higher

'] Others Xl

Languages &

(Spoken) F?ﬁle

Excellent Good Average
Cantonese ) E:j
English B
Mandarin [E?‘njj
Japanese fI E‘F[[
Others Y

(Written) ?} [

Excellent Good Average

Chinese Fli
English L
Japanese FI¥
Others Rl

7. Expected Salary fol 753

8. Availability Z[F5 [ 1H#

Signature of Applicant fl [ﬁ% M EE

Date [
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It £ #1'¥] (LAM Siu Ming) E7

HEF I 1986 F 6 k| 12 [ |
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FlatA 11/F
Happy Building
500 Nathan Road
Yaumatei Kowloon
17 August 2000

The Personnel Manager

Wah Kong Co. Ltd.

2408 World Trade Centre

75 Harbour Road

Hong Kong

Dear Sir,
Re: Application for the post of Assistant Clerk

With reference to your advertisement in Ming Pao on 16 August 2000, | wish to
apply for the captioned post.

I graduated from XX Secondary School this year with 5 passes in HKCEE including
English, Chinese and Maths. | have recently completed a “Clerical Training
Course” under the *“Youth Pre-employment Training Programme”. From this
course, | have acquired basic knowledge and skills on filing, typing, handling phone
calls and general clerical duties.

I have been a volunteer as a librarian in the ABC Community Centre since 1998.
This working experience has been a good chance to develop my organizing and
interpersonal skills. Actually, 1 am a hardworking, enthusiastic and responsible
person.

The enclosed resume will provide a more detailed summary of my personal
particulars. | sincerely hope that you will consider my application and grant me an
interview at your convenience.

Thank you very much for your kind consideration.

Yours faithfully,

LEE Siu-wai
Encl.
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RESUME
Personal Details

Name : Lee SiuWai (% '] ¢ Sex :F
Date of Birth  : 15 August 1978
Address : Flat A, 11/F, Happy Building, 500 Nathan Road, Yaumatei, Kowloon.

Contact No.  :2123 4556 (H) 92345678 (M)

Education & Qualifications
Sept. 95-Jul. 2000: F1-F5
XX Secondary School

Aug. 2000 . Hong Kong Certificate of Education Examination (2000)
Eng. (Syl.B) (E) Chin.(E) Maths. (D)

Oct. 2000 : Youth Pre-employment Training Programme --
Module Il - Soft Skills & Job Search Skills Training Course
Hong Kong Confederation of Trade Unions Retraining Centre

Nov. 2000 : Youth Pre-employment Training Programme --
Module 1V — Clerical Training Course
Hong Kong Confederation of Trade Unions Retraining Centre

Volunteer Experience
Jul. 1998- now :  ABC Community Centre -- Librarian

Extra-Curricular Activities

Sept. 1998- 1999 . Chairperson of \olleyball Society

Sept. 1999- 2000 : Member of Arts Society

Skills

PC Knowledge . Chinese Word-processing, MS Word , MS Excel , Surf Internet
Typing . 20 w.p.m. (Chinese), 20 w.p.m. (English)

Languages . fluent Cantonese, fair English and Mandarin

Expected Salary : HK$ 5,500 - 6,000

Availability - Immediate
Referees . Mr. Ho XX (Principal, XX School ), Tel. No. 2345 5678
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Flat A, 10/F,

Kwok Pong Mansion,
232 Nathan Road,
Kowloon.

21 August 1999
The Personnel Manager,
Wah Kong Co., Ltd.,
2408 World Trade Centre,
75 Harbour Road,
Hong Kong.

Dear Sir,

Re: Application for the post of Junior Clerk

With reference to your advertisement in Ming Pao on 16 August 1999, | wish to apply
for the captioned post.

I am a Form 5 graduate of the Shatin Secondary School this year. Recently, | have
completed the * Soft Skills and Job Search Skills Training Course” and “Clerical Training
Course” organized by the Hong Kong Confederation of Trade Unions Employee
Retraining Centre. From these programmes, | have acquired basic knowledge and skills
on interpersonal relationship, typing and computing.

With intense interest in the field of commerce and given my relevant training in clerical
work, I would like to pursue a job in your esteemed Company.

Enclosed is a copy of my resume, | would be very grateful if you could grant me an
interview. Should you wish to contact me by telephone, you may call me at 2668
8777(H) or 9008 3366(M).

Thank you very much for your kind consideration.

Yours faithfully,

FONG Wing-Foo

Encl.

N i‘éf{%}ﬁﬂ WWW.Yipsir.com.hk 7




Flat A, 10/F,

Kwok Pong Mansion,
232 Nathan Road,
Kowloon.

21 August 1999

The Personnel Manager,
Wah Kong Co., Ltd.,
2408 World Trade Centre,
75 Harbour Road,

Hong Kong.

Dear Sir,
Application for the post of Junior Clerk

With reference to your advertisement in today’s Hong Kong Standard JobMarket, | would
like to apply for the post of junior clerk.

I have completed my secondary education at Shatin Secondary School this year.
Recently, | have attained the * Soft Skills and Job Search Skills Training Course” and
“Clerical Training Course” organized by the Hong Kong Confederation of Trade Unions
Employee Retraining Centre. From these programmes, | have acquired basic knowledge
and skills on interpersonal relationship, typing and computing.

Regarding my extra-curricular activities, | have rendered library service as a volunteer in
a ABC Children & Youth Centre. Actually, 1 am hardworking, enthusiastic and
responsible person.

The enclosed resume will provide a more detailed summary of my personal particulars. 1
sincerely hope that you will consider my application and grant me an interview at your
convenience.

Thank you very much for your kind consideration.
Yours faithfully,

FONG Wing-Foo, Peter

Encl.
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