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Directions; Write the parts of a resume in the blanks and put them into the correct order in the

circle. The first one was done for you.

- Reference -Personal Details

—Head—and-objective- -Education

- Experience and other skills

Mr. Amnuay Thaithong, General
O Manager, Thunder Insurance
e Company, BKK,
Tel. 02-222-5555,
Email: amnuaytt tic@hotmail.com

April 2006 - Aug 2007

University of ABC, PA, USA ,Master

of Business Administration (MBA)

May 2003 - Feb 2006

BBB University, Bangkok , THAILAND
Bachelor of Science in Civil

Engineering

Date of Birth: March 28, 1984 Age: 29
Marital status: Single Military status: Exempted Interests: Computer software and

social network marketing

2008-2010 Managing Director, Procter & Gamble (3 years)



-Coordinate with other functional departments

-Negotiated with potential overseas buyer
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Vocabulary

AdszneuumumsiamsiSouddnTuei 1)

Directions: Complete the resume below with the words in the box given.
() MR. John Luke 800 Unit A Sukhumvit 71 Rd., Klongton-Nua, Wattana Mahidol

Rd.,Bangkok, 10110 Tel. 089-1354202 E-mail: info@aecenlist.com Objective: Seeking a position

in the accounting field where excellent

(2) and technical skills can be utilized to improve the company’s profitability

(3) ¥ 22,000- 25,000 Baht

Personal Details

Date of Birth: 1 April 1988

Nationality: Thai

Age: 23

Marital Status: Single

(4) and Activities: Volunteer at local

Rescue Mission, -(5) in various 10k running events, Enjoy jogging, tennis, reading
Education

May 2010 - Aug 2012

Masters in Accounting,University of AAA, Bangkok THAILAND
May 2006 - Feb 2010

Bachelor of Science - Accounting, University of ABC, Bangkok, THAILAND May 2000
School (6) equivalent, AAA High School, Bangkok THAILAND. (7) MOMO MARKETING,
Bangkok THAILAND (Feb 2013 - April 2014)
Accounting Assistant

- Performed accounts payable functions for construction expenses.

- Managed vendor accounts, generating weekly on demand cheques.
STONE PARK WEB DESIGN CO., LTD, Bangkok, THAILAND (March 2010 - Dec 2012)

Administrative Assistant


mailto:info@aecenlist.com
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- Performed general office duties and administrative tasks. -Prepared weekly confidential

sales reports for presentation to management.
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