- 유의사항 (반드시 읽어보고 이력서 작성하십시요)

1.사진 (정장) 필수: 남자들은 반드시 넥타이 착용

· Skype ID 기재 필수 (화상인터뷰 용)
2. 이력서 내용을 절대 허위로 작성하지 말며 신청자의 주소, 영문이름 및 생년월일 (여권 표기) 등 기본정보는 반드시 정확하게 작성할 것 - (차 후 원본서류와 달라 문제가 발생시 본인이 책임져야 함)
3. 근무기간 및 재학기간 정확히 표기 –예) March 2000 ~     (X) / March 2000 ~ Present
4. 근무지 명칭 정확히 쓸 것 – 예) Korea trading company- (X) / Korea trading Co.,Ltd(O)

5. 아르바이트, 봉사활동 및 모든 근무경력을 기입 (이력서 수정단계에서 불필요한 내용은 삭제 할 수도 있음)

6. 기입순서는 가장 최근 것을 첫 번째로 순서 나열 할 것 (년, 월 기록)
7. 남자들의 경우 군대에서의 근무 내용을 반드시 써주십시요 (근무내용, 주소, 기간 등)

8. 학생일경우 졸업 예정 날짜를 반드시 기입 하십시요

9. 대학교를 편입했을 시 이전학교 기록도 전부다 기록해주시기 바랍니다

10. 모든 근무 또는 활동시 했던 내용들은 자세히 기록해주시기 바랍니다.
R E S U M E
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Hong, Gil Dong (본인이름)

Home Address: #000 - 000, Hana Apt, dong-1dong 

Kangnam-gu, Seoul-city, 153-764(우편번호필수), Rep of Korea
Date of Birth: Dec. 25, 1982
Place of Birth: Seoul, Korea (태어난곳)

Skype ID; ???????? (화상인터뷰를 위한 필수)
Home: +82-2-000-0000
Cell: +82-10-000-0000 
E-mail Address: rmmm@naver.com
Objective: (가고자하는 목적)
Applying for a position as trainee in Business management

Experience: (근무경력)-아르바이트도 사무직이나 장기일 시 여기에 기입
Korea Co., Ltd (Seoul)   (근무회사명)            



           Jan.2010 ~ Present

Administrative Assistant (직업)
- Assisted in making documents about an analysis of the plan of operation.
- Assisted in analyzing the result at the end of month and planning the further improvement.
- In charge of personnel affairs; promotion, medical expense and employment insurance, an annuity, a salary, health insurance and other benefits.
- Responsibilities to include planning and organizing meetings and scheduling and determination of costs of the event.
Seoul Global Challenger                                                                                   Feb.2008 ~ Dec.2008
Intern

- Made plan about strong points of children’s physical activities and development system.

- Gathered information about the present condition of childhood’s physical activities in U.S.A compared with in Korea through internet, library and related organizations

- Prepared the documents with a word processor 

- Made presentation with power point about our subject

Activities & Volunteer: (근무이력 외 활동사항/ 남자들은 군대내용 꼭 쓸 것)
Student Association in Korea University                                                      March 2010 ~ Dec.2010
Vice-president 
- Scheduled and arranged the meeting.

- Managed the accounting affairs of University: Reported the amount of income and outcome.

- Filed a written opinion and worked out a practicable solution.
Marketing Department in ABC Inc.                                                               July 2009 ~ Aug.2009
Volunteer Researcher 

- Surveyed consumer’s recognition about new TV ad. , new ice-creams, and new newspaper’s frame
- Divided people into some groups, according to age, sex, habits and so on
- Prepared questionnaire to survey 

- Arranged the data based on questionnaires which customers made out.
- Assisted in making documents about an analysis of the customer satisfaction measurement.

Education: (학교) 졸업예정자는 졸업예정시기를 기록(ex: 2013.2 or 2014.2)
Korea University, Seoul
                                                                     March 2008 ~ Feb.2012
Major: Architecture 
Double Major: Business Management

Related Courses: Advertising, Marketing Strategy, Public Relations, Survey research Methodology, Administrative Environment, Korea and America contrasts, Personnel Administration, Human resource Management, Consumer Behavior, Comparative Public Administration, Social Welfare Administration, Administrative Information System(비즈니스 관련과목 필수로 기입)
Additional Education: (어학연수, 유학 및 학교 외 정규 교육)
California State University (Sacramento, U.S.A)                                     March 2009 ~ Aug.2009
Exchange student
-Business Course English

Skills: (컴퓨터 및 자격증 기술)
Computer skills; Power point, Excel and word, Photo shop

Driver’s License

References:

(Referral letters available)
