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Unit 1 Introduction Of Resumel] O O O O
1.1 Basic Information] O O [J
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3.1 Resume For Graduates) 0 0 0 O O
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Chapter 2 Application Letter] [ [
Unit 1 Application Letter(] (1 [
Unit 2 Writing Principles And Notes For AttentionD0 O 0 0 0 00O OO0 OO
Unit 3 Examples [
Chapter 3 Interview( [
Unit 1 Regular Interviewd O [0 [
1.1 Recruitment Meeting[J [I [
1.2 Telephone Counselingd O 00 O
1.3 Meetingd OO0 O O
1.4 Self-introduction] [0 00 O
1.5 About Educational Background [0 [0 [0 [0 [0
1.6 About Professional SkillstD O O [ [ [
1.7 About Working Experience] O O 00 00 O
1.8 About Reasons For Demission And Application0 O 0 0 O OO0 0O O
1.9 About Qualification Advantagest [0 O 0 O O
1.10 About Career Aim&amp;Salary Expectaion0 D 0 000000 OO
1.11 Expressing Expectationd OJ [0 O
1.12 Ending An Interviewd [0 O O
Unit 2 Telephone Interview(d [0 [0 [
2.1 Preparation Before Telephone Interviewdd O O 0 O 0 O O
2.2 During The Telephone Interview O [0 [0 [
Unit 3 Online Interview 00 0 O
Chapter 4 Samples of Popular Job Interviews [0 [0 00 00 00 O O
4.1 Tourist Guide [
4.2 Airline Hostess[J [J
0 0 ——Terms Of Human Resourcest] O O 0 0O O
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