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'HDU�5HDGHUV�

:HOFRPH� WR� DQRWKHU�SDUW�RI�%(0·V� VHULHV�RI� ODQJXDJH� JXLGHV�� ,Q� WKLV�
LVVXH�ZH�DUH�JRLQJ�WR�VKRZ�\RX���VDPSOH�&9V�WR�KHOS�\RX�LQ�\RXU�MRE�
KXQWV. We will also SURYLGH�\RX�ZLWK�H[DPSOHV�RI�&9�VSHFLÀF�VWUXFWXUHV�
WKDW�PD\�FRPH�LQ�XVHIXO�ZKHQ�FUHDWLQJ�RQH�RQ�\RXU�RZQ��:H�KDYH�WDNHQ�
LQWR�FRQVLGHUDWLRQ�FDUHHU�SURÀOHV� IURP�D�QXPEHU�RI�KRW�SURIHVVLRQDO�
ÀHOGV��LQFOXGLQJ��WHFKQRORJ\��ÀQDQFH��EDQNLQJ��HGXFDWLRQ�DQG�,7. 
:KDWHYHU� \RXU� SURIHVVLRQ�� ZH� KRSH� WKH\� ZLOO� SURYH� XVHIXO� QRW� RQO\�
ZKHQ�ORRNLQJ�IRU�D�MRE�

JXLGH�²�SU]HZRGQLN
VDPSOH�²�SUyEND��SU]\NâDG
MRE�KXQW�²�SRV]XNLZDQLH�SUDF\
WR�SURYLGH�VE�ZLWK�VWK�²�GRVWDUF]\þ��]DSHZQLþ�NRPXĘ�FRĘ
WR�FRPH�LQ�SURYH�XVHIXO�²�RND]Dþ�VLĆ�XĤ\WHF]Q\P��E\þ�SU]\GDWQ\P�
WR�WDNH�VWK�LQWR�FRQVLGHUDWLRQ�²�EUDþ�FRĘ�SRG�XZDJĆ
KRW�²�WX��PRGQ\
,7��LQIRUPDWLRQ�WHFKQRORJ\��²�LQIRUPDW\ND��WHFKQLND�LQIRUPDF\MQD
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3     Business English

CV/Resume Example: O!ce Manager Post
Structure:
���Name, Address, Contact Info.
���6KRUW��FRQFLVH�SHUVRQDO�FDUHHU�SURÀOH��VWDWH�ZKHUH�\RX�ZRUN�DW�WKH�PRPHQW�RU�ZKHUH�\RX�ZRUNHG�ODVW��
KLJKOLJKW�\RXU�VWURQJHVW�SRLQWV�

���Objective: VWDWH�\RXU�FXUUHQW�HPSOR\PHQW�JRDO�
���Education: OLVW�\RXU�WLWOHV�GHJUHHV��ZKHUH�\RX�JRW�WKHP�DQG�ZKHQ�
���$ZDUGV��0HULWV��&HUWLÀFDWHV��OLVW�\RXU�DFKLHYHPHQWV��ZKHUH�\RX�JRW�WKHP�DQG�ZKHQ�
���Skills: SURYLGH�EXOOHW�SRLQWHG�OLVW�FRQWDLQLQJ�RQO\�WKH�PRVW�UHOHYDQW�VNLOOV��DYRLG�SV\FKREDEEOH��,I�UHOHYDQW��DGG�
WHFKQLFDO�RU�FRPSXWHU�VNLOOV�EHORZ�

���Work History: UHYHUVH�FKURQRORJLFDO�RUGHU��VWDUW�ZLWK�WKH�ODWHVW���6WDUW�ZLWK�WKH�FRPSDQ\·V�QDPH��IROORZHG�E\�
\RXU�MRE�WLWOH�SRVW�DQG�HPSOR\PHQW�GDWH�V���EULHÁ\�OLVW�\RXU�UHVSRQVLELOLWLHV�DW�WKH�SRVW�EHORZ�
���Interests, Hobbies, Languages: GHSHQGLQJ�RQ�WKH�REMHFWLYH��OLVW�RQO\�WKH�PRVW�VXLWDEOH�RU�QRWHZRUWK\�LWHPV�

Peter Nowak 
43 Grafton Way, London 
Mobile: 044-26362727
E-mail: pete21@yahoo.com

3URÀOH�
,�DP�FXUUHQWO\�ZRUNLQJ�DV�(53�0DQDJHU��,�KDYH����\HDUV�RI�SURIHVVLRQDO�H[SHULHQFH�LQ�2I�
ÀFH�0DQDJHPHQW��+XPDQ�5HVRXUFHV�DQG�$GPLQLVWUDWLRQ�

Objective:
$V�DQ�2IÀFH�0DQDJHU�,�ZRXOG�OLNH�WR�FRRUGLQDWH�DQG�FRQWURO�DOO�WKH�GDLO\�DFWLYLWLHV�DW�WKH�
RIÀFH�SURYLGLQJ�HIIHFWLYH�DQG�SURIHVVLRQDO�VHUYLFH�IRU�FXVWRPHUV�DQG�HPSOR\HHV�LQ�RUGHU�
WR�KHOS�WKH�RUJDQL]DWLRQ�DFKLHYH�LWV�JRDOV�

Education:
���%DFKHORU�RI�&RPPHUFH��/RQGRQ�6FKRRO�RI�&RPPHUFH������

3URIHVVLRQDO�&HUWLÀFDWLRQV�
���&HUWLÀFDWH�LQ�5LVN�0DQDJHPHQW��/RQGRQ�,QVWLWXWH�RI�%DQN�5LVN�0DQDJHPHQW������

Skills:
��$FFXUDWH�W\SLQJ�VSHHG�RI����ZSP�
��([FHOOHQW�FRPPDQG�RI�(QJOLVK��VSRNHQ�DQG�ZULWWHQ�
��&DSDEOH�RI�ZRUNLQJ�XQGHU�SUHVVXUH�DQG�PHHWLQJ�GHDGOLQHV�DV�VFKHGXOHG�
���&DSDEOH�RI�WDNLQJ�FDUH�RI�FXVWRPHU�VHUYLFH�DFWLYLWLHV�DV�ZHOO�DV�IURQW�RIÀFH�PDQDJHPHQW

Computer Skills:
��06�2IÀFH�H[SHUWLVH
��([SHULHQFH�LQ�(53�HQYLURQPHQW
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Work History: 

Standard Chartered – ERP Manager (Jan 2009 – to date)
Responsibilities: 
,� RUJDQL]H� WDVNV� DQG�PHHWLQJV� RI� FOLHQWV� DQG� VWDII�� 5HVSRQVLEOH� IRU� WKH�PDLQWHQDQFH� RI�
GDLO\�RIÀFH�RSHUDWLRQV�DQG�WKH�FHQWUDO�FDOHQGDU�ZKLFK�ZRXOG�EH�UHIHUUHG�WR�E\�WKH�%RDUG�
RI�'LUHFWRUV��'XH� WR�P\�SUHYLRXV�H[SHULHQFH� LQ�+5�� ,� DOVR� WDNH�SDUW� LQ� LQYRLFH�FKHFN�
LQJ��HQUROOPHQW�SURFHVV�DQG�DQDO\VLQJ�IHHGEDFN�IURP�HPSOR\HHV�UHJDUGLQJ�FKDQJHV�LQ�WKH�
RUJDQL]DWLRQ�� ,� DP� DOVR� LQ� FKDUJH�RI� RIÀFH� VHFXULW\� LVVXHV� DQG�PDNH� VXUH� WKDW� VHFXULW\�
VWDQGDUGV�DUH�PDLQWDLQHG�

Standard Chartered – Senior Associate �0DU������²�-DQ������
Responsibilities: 'XULQJ�P\�WLPH�DV�DQ�$VVLVWDQW�2IÀFH�0DQDJHU��,�WRRN�FDUH�RI�DOO�WKH�
GD\�WR�GD\�ZRUNLQJV�RI� WKH�RUJDQL]DWLRQ�� ,�ZDV�DOVR� UHVSRQVLEOH� IRU� UHVSRQGLQJ� WR�FXV�
WRPHU�TXHULHV��,�DVVLVWHG�WKH�2IÀFH�0DQDJHU�LQ�DOO�WKH�GDLO\�DFWLYLWLHV��,�DOVR�FRRUGLQDWHG�
ZLWK�WKH�WUDLQLQJ�GHSDUWPHQW�WR�HQVXUH�KLJK�WUDLQLQJ�VWDQGDUGV�IRU�HPSOR\HHV��

Lloyds Banking Group – Associate��$SU������²�0DU������
Responsibilities: ,�ZDV� UHVSRQVLEOH� IRU� FRPPXQLFDWLQJ�ZLWK� FXVWRPHUV� DQG� SURYLGLQJ�
WHFKQLFDO�VXSSRUW��,�JDLQHG�H[SHULHQFH�LQ�GDWDEDVHV�DQG�KDQGOHG�PDLQWHQDQFH�RI�HPSOR\HH�
UHFRUGV� IRU� WKH�ZKROH�RUJDQL]DWLRQ�� ,� DOVR� WRRN� DFWLYH� SDUW� LQ� VROYLQJ� SUREOHPV� DW� WKH�
ZRUNSODFH�DQG�RWKHU�HPSOR\HH�UHODWHG�LVVXHV��,�ZDV�UHVSRQVLEOH�IRU�PDNLQJ�WUDYHO�DUUDQJH�
PHQWV�DV�UHTXLUHG�E\�FOLHQWV��

HSBC – Customer Executive��0DU������²�$SU������
Responsibilities: $V�D�&XVWRPHU�$VVLVWDQW�,�WRRN�SDUW�LQ�DOO�DFWLYLWLHV�LQ�WKH�RUJDQL]DWLRQ��
,�ZDV�UHVSRQVLEOH� IRU�SURYLGLQJ�WKH�FXVWRPHUV�ZLWK�WHFKQLFDO�VXSSRUW��0\�RWKHU�GXWLHV�
LQFOXGHG�PDLQWDLQLQJ�DQG�XSGDWLQJ�WKH�UHFRUG�RI�PRQWKO\�UHSRUWV�ZKLFK�ZDV�XVHG�E\�2I�
ÀFH�0DQDJHUV��

Interests: 
5HDGLQJ�DGYHQWXUH�ERRNV��VZLPPLQJ

Languages: 
(QJOLVK��3ROLVK��6SDQLVK
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