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Why Should | Write A Resume?

* Describe yourself.

Committing your personal history to paper demonstrates your personal strength and
development opportunities. The process of formulating your resume forces to you search for and
document pertinent information of yourself.

e Save time.

Clear, concise resume shorten the review time. In any large organization, the more efficiently the
communication process can be handled, the better the business opportunity can be advanced.

e @Getinterview.

When the reader quickly grasps exactly what you want them to see, its easier for him or her to
say “yes, invite him/her”, and to get a sense of what to ask about you during the interview.
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What to Write in the Resume?

\‘, .......................................... Know|edge

Personality &
Motivation

Behavioral Skills
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Let’s Resume
now!!



e Clear organization structure

Good Resume

1 page, Square formatted

Concise & Precise content

LI, SAN (Samuel)

xxXF-x, No.x, FuHo Rde YungHo, Taipei 234+sanli@ xxxxx.com.twe 0958XXXXXX

EDUCATION

UNIVERSITY OF ILLINOIS at Urbana-Champaign Urbana-Champaign, IL, USA
Master of Human Resource Management & Industrial Relations ,May 1999 GPA: 3.55/4

NATIONAL TAIWAN UNIVERSITY Taipei, Taiwan
Bachelor of Science in General Psychology, May 1996 GPA: 3.34/4

WORK EXPERIENCES
INVENTEC APPLIANCES CORP. Taipei, Taiwan 08/2004- 03/2007
Manager, Human Resources department
e ldentified needs, developed solutions to addressed strategic priorities, developed effective
evaluation process of training programs, and drew up management development plans.
e Provided programs, advisory services, and tools, such as competency model, target selection,
balance score card and MBO, to maximize individual and organizational performance.

NEW CENTURY INFOCOMM TECH CO., LTD. Taipei, Taiwan 09/2002-01/2004
Supervisor, Human Resources Management department
e Developed and implemented “Right candidate selection project”, efforts including HR join
interview, candidate cultural attribute test development, and interview guide development.
e Planned, controlled, and reviewed headcount and reduced headcount by 33% (500) in 12 months.

FORD LIO HO MOTOR CO., LTD. Chungli, Taiwan 08/2001-04/2002
Assistant Manager, Organization and Personnel Development
* Assigned as Account Manager to provide HR consultation and administrative service to 30+ line
managers and 500+ employees in manufacturing, product development, and purchasing divisions.
e Collaborated with HR Vice President and line managers on assessing Human Resources and
diagnosing the competencies and organization culture and developed enhancement solutions.

PROCTER & GAMBE TAIWAN. LTD. Taipei, Taiwan 08/2000-07/2001
Associate Manager, Human Resources department
e Conducted salary survey, revised salary structure, and implemented salary planning in 6 months.
» Performed managerial duties in the absence of department manager and acted on deputy manager
to manage 6 employees and 3 payroll staffs for 3 months and received executives’ recognition.

SKILLS & CERTIFICATES
English: TOEFL: 633/677 (05/1997); GMAT: 680/800 (02/2004); TOEIC 980/990 (06/2006)
Certificate: MAX Trainer (DDI, 12/2006); Recruitment and Hiring Administrator (CHRMA ,09/2000)




Rule No. 1 SINBON

Apply A General Format
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Personal Info

Objective

Education

Work Experiences
[Activities

Honors /Skills & Certificate
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PART I: Personal Info

* As letter head format

e Use aclear, bold font for your name (16pt or 18 pt)

* Display your address, phone number, cellphone, and email address
* Provide permanent address in summer/winter breaks.
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Example

Tips: concise & balanced
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PART II: Objective

* Tailor to the particular position and company

* Goal-specific and outcome-oriented wording

* Focus on what you have to offer the employer and not what you want
* Its Optional

10
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Example

Tips: show your passion

1
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PART Illl: Education

« Show the university, location, and degree
 Indicate your graduation month and year
 Indicate your GPA rounded to one decimal place.
« List your major and minor.

« Do not list your relevant courses

- May add relevant certifications or academic honors (e.g. dean’ s
list/ranks).

12
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Example

Tips: be economical

13
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IV. Work Experience/Activities

* Left-aligned text, no smaller than 10 pt font, with or without bullets.

* Begin each statement with a powerful action verb.

* Focus on accomplishment, not the tasks.

e Use fact and figure to enrich your text

* Be selective and relevant; list skills in order of importance within each job.

14
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Example:

Tips: provide behavior incidence
S/T: situation & task
As: actions taken

R: result

15
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V. Honors/Skills and Certificates

* List academic honor or award and its scope.
* List language test results and the date the result reported.
* List the certificate obtained and the date it was issued.

16
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Example:

Tips: used objective measures

17
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Things to Do

 Keep it simple, visually appealing, and avoid overcrowding

* Tailor your objective to the position; be specific in what you want and what
skills you are ready to offer

e Pay careful attention to spelling, punctuation, and grammar.
 Make it action-oriented, with accomplishment in fact and figure.

e Use words that convey results (e.g. reduced, gained, brought, advanced,
expanded, saved , improved)

* Use hierarchical text , such as heading (14pt or 12pt; upper case; bald faced ;
italic), and text/details (11pt),

18
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Things to Avoid

Do not abbreviate your degrees (Master in Business Administration , not MBA)
Do not place reference letters on resume, have a separate sheet for reference.

Do notinclude personal information such as weight, height, marital status, ID
number, age, religion, or political affiliation.

* Do not list detailed description of unrelated job duties.

* Do not begin sentences with “I”’ or “My”’.

* Do not lie or exaggerate

Do not use humor &

* Do not use “responsible for: C{é\
T

* Do not state salary. N ovu‘

19



: O
Resume Checklist sSINBON

Is the designing visually appealing?

|

Is it easily comprehensible?

Are all key points bold-faced , underlined or in italic style

Are the information listed in order of relevance and importance?

Are all necessary contact information listed?

Is your objective conveying your career goal?

Have you checked 3 times or more for possible misspelling and any
grammatical errors?

Have you asked someone to double check your resume for you?

20
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Any Question?
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do the MAGIC*

do the MAGIC*
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WATCH THE SINBON VIDEO

What Makes SINBON Different?

SINBOnN



https://www.youtube.com/watch?v=QX56CPqQ9sY

SINBON
DO THE MAGIC*

Solution Services in Five Fields

A
L®A

Medical Health Automotive & Aviation Green Energy Industrial Application Communication

do the MAGIC+*

Intelligent / Integrated / International

Copyright © 2017 SINBON Electronics Co., Ltd. All rights reserved. 25
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Copyright © 2017 SINBON Electronics Co., Ltd. All rights reserved. *MAGIC industries : Medical Health, Automotive & Aviation, Green Energy, Industrial Application, Communication
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EHRMRETTE

do the MAGIC*
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Successful
Internship

.

Real Projects Recruitment
Process

Interns make impact Interns plan to work ~ Long-term internship
at SINBON after graduating  offer to upcoming seniors
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Summer Internship begins

Pay:
Undergraduate: 25K-28K/month
Graduate: 30K-33K/month

SINBOnN

Intern graduates with diploma/Transfer to FT

Pay:
Undergraduate: 35K-40K/month
Graduate: 40K-45K/month

N T

Summer Internship ends/Start school yr. internship

Pay:

Undergraduate: 28K-30K/month
Graduate: 33K-35K/month

34
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thank you




