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Executive director of the United Nations Association of China,

former deputy director of the Beijing bureau of the ILO, deputy

director of the East Asia bureau, director of the international

bureau of Thailand, Laos, and Cambodia
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Benno Wagner
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The core mentor of the Global Engagement Program of Zhejiang

University
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The writing training section of cover
letters and CVs
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L. UNDERSTAND THE POSITION
The Job Requirements

In order to target your resume and cover letters, it is critical that you invest some time in
understanding requirements of the position.

kl Benefits
»

rmvdea-apteadbenefits of job standing include:
EENE 20205 RSB e [ nefits of better job understanding include

¢ Time savings and reduced frustration that results from applying for jobs not
suited to your strengths and aspirations.

e Improved ability to position yourself to meet the needs of the hiring manager.

22

How to Better Understand the Position
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Analyze the Vacancy Announcement

I

e What are the responsibilities, competencies and skills required?

Ask yourself:

¢ Do I meet the mmimum qualifications?
e Do I have the skills, abilities or competencies for the position?
e Do I have a thorough understanding of the job mandate specifications and the
’ experience required?
: n I really interested in the position?
iterested 1n the job for the right reasons?
e  What do I know about the Department or Unit?
e Does it make sense for me to apply now?
e Does 1t fit in with my future career goals?

What 1s the Hiring Manager looking for?
s

e Use your networking skills to ask/discuss what is critical for this posit ;L AF 20202 k5 Iz#H#
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1. PREPARING THE RESUME

Section 1: Profile Statement

Put simply, the profile statement is your introduction. It describes the primary value you
can offer to the organization through the answers to two questions:

1. Who you are
2. What are your key skills and strengths
i 2020 A IHE” R
ST 1S to give prospective hiring managers a quick, high-level, idea of who
you are (professionally!) and what you can do for them.

Sample Profile Statements:

Experienced professional with key strengths in facilities management
and team leadership. Acéomplishments in volunteer coordmation,

training, and procurement. Motivated, analytical thinker with effectiv, ST AS52020 8 B ATRIS In 4R
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Sample Profile Statements:

Experienced professional with key strengths in facilities management
and ream leadership. Accomplishments in volunteer coordmation,
training, and procurement. Motivated, analyvtical thinker with effective
commumication skills.

A morivated, energetic and ourgoing individual with strengths in

training, counseling and team management. Focused on bottom-line, well-
’ organized and action-oriented problem solver who thrives on innovative
enges. Excellent interpersonal skills in a variety of working

bnments, including public service and research organizations.

NERE 20208 aERs e g |

In the past, resumes usually included an objective statement at the beginning. It was
@ __ay of summarizing the type of positioou are seeking. The advantage of a
profile statement over an objective statement is that it gives the opportunity to
position yourself for the job more precisely. Put it this way: if you had 20 seconds
with the director of the unit or depprtment where you were applying,

I KF20208 kRS IZH N
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Fu Rong i
+86159-5708-4778 | ifrzsdh @ foxmail.com -
Birthday: 1999/3 ' -
' "
EDUCATION
Zhejiang University Aug 2017 - Jun 2021
; Bachelor of Management R

‘2020t IR e G . %)
e Exchange student in Ludwig-Maximilians-Universitat Manchen (Mar 2019- Aug 2019), with scholarship

e Award: Zhejiang University Second-Class Scholarship (2018)

PROJECT EXPERIENCE

3
Annual Conference on Zhejiang University Student Social

i e S I KF20208 kRS IZH N
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e GPA:3.84/4.0(Top 5%) -
e Exchange student in Ludwig-Maximilians-Universitat Minchen (Mar 2019- Aug 2019), with scholarship
e Award: Zhejiang University Second-Class Scholarship (2018)

PROJECT EXPERIENCE R

Annual Conference on Zhejiang University Student Social Oct 2018 - Dec 2018
Practice Activities

e Planned and arranged for the publicity of the conference

20205 BRI IR IIE" : : ;
5 and wrote articles to publicize the conference, and finally attracted more than 500

people attending it

e Photographed the moments during the conference and wrote news reports, which were posted on the
official website of Zhejiang University

Youth League Committee of Zhejiang University Apr 2018 - Apr 2019

Social Practice Guide Center 2 . . n
I KF20202 kAT IZH
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USFDA Food-Related Import Refusal: The Role of Interest Apr 2019 - Present
Groups (National Undergraduate Innovation and
Entrepreneurship Training Program)

Group Member

e Made the data collection plan, searched and selected data from the US Food and Drug Administration,
United Nations Comtrade Database, and the US Bureau of Labor Statistics.

e Adjusted model and wrote the research paper

I

Sl e ST ATIONS & OTHERS

A
e Languages: English (TOEFL 98)

e Activities: As a tutor, designed and organized Chinese learning activities for German students during
the exchange experience
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E \. Apr 11 Antworten X ﬁ
Reference line is missing. Specify the post you are L3
applying for qa
Ded
Antwort hinzufugen... (-
0=
Wit v ,ultural communication activities, my
, courses In public management and information analysns combined with my passion for " E‘#
human rights affairs, | believe | am the right match for the Human Rights Internship at [

NLEESE 20202 BRAE i IAE" . (e

\
| am currently a student at Zhejiang University, pursuing a degree in Bachelor of G
Management with a major in Agricultural Economics and Management. | have been =
exposed to courses in public management and information analysis, having scored an .
average of an A. In addition, | have participated in the National Undergraduate Innovation v
and Entrepreneurship Training Prdgram and gone through research work on th~ = -~tik~n~d ﬂ

vulnerabhilitv of land-lost farmers resulted from urhanization in China These ¢ ﬁfli’iﬁzozuéﬁ ﬂlﬁhﬁﬁ'
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Dear Sir or Madam,

With my exclusive mix of experience in organizing cultural communication activities, my
courses in public management and information analysis combined with my passion for
human rights affairs, | believe | am the right match for the Human Rights Internship at
your organization.

- | am currently a student at Zhejiang University, pursuing a degree in Bachelor of

S T enanaman with a major in Agricultural Economics and Management. | have been
exposed to courses in public management and information analysis, having scored an
average of an A. In addition, | have participated in the National Undergraduate Innovation
and Entrepreneurship Training Program and gone through research work on the livelihood
vulnerability of land-lost farmers resulted from urbanization in China. These experiences
enhanced my analysilllllll§ as well as my comprehension of human riljiilll

| have been an exchange student at Ludwig-Maximilians-Universitat Minchen | ST A 2220202 B TR IE 4
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Responsibilities

The intern shall support OHCHR in fulfilling its mission: to work for the protection of all
human rights for all people; to help empower people to realize their rights; and to assist those
responsible for upholding such rights in ensuring that they are implemented.

Daily responsibilities of Human Rights (Europe angj Central-Asia) interns will depend on the
individual's background and duties may include but are not limited to compiling basic
information, analyzing key issues, collecting information and documents received from United
uarters- and field-level offices, and in particular, the intern may: Review relevant
information and documents related to OHCHR work in order to acquire basic understanding
of the mandates, strategic policies, framework of programmes/ activities of the organization;
Assist the Desk Officers (DOs) in maintaining contacts with concerned United Nations
Country Teams and relevant human rights offices, non-government organizations (NGOs) and
national human rights institutions (NHRIs) as well as OHCHR field offices in the region; Assist
Europe and Central-Asia Section Desk Officers in the coordination of the programme of
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missions of special rapporteurs, representatives, experts, working groups and/or 0 #T 43520204 k3
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TOr 5 MONTNS IN ZU 1Y, auring wnich | workea as a tutor, aesigning ana organizing tninese
learning activities for German students. Every week | would prepare a cultural topic and
have a discussion with them. Although the activity | initiated was voluntary to attend,
every time more than 10 students would come and have a good time together. Exposure
to various views of the cultural differences among people instilled me the enthusiasm of
countering discrimination.

~

| am eager to work in a pressured and changing environment, while working as a part of a
team. | believe that my expertise in information analysis combined with my motivation

and passion and my ablllty to mteract wnth vauqus,mumM1ungeomg will make me an
WEER “20208Ekaiiein e 4E" ot ta Office of the Hiah C sic :

L

i ‘ : . N
| welcome an opportunity to discuss further and | thank you in advance for reviewing my
application.

Yours Sincerely,
Fu Rong

I KEF2020e Tk IS Iz H
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Dear Sir/Madam..

[ am writing to apply for the challenging yet exciting job as a Program Assistant at UN
Volunteers. I leamed this opportunity on your official website and decided to apply for
it. Given my rich experience of working in international organizations as an intern, I
believe I would be a strong candidate for this position.. 2

With keen interest and ultimate passion i international development. I have completed
an internship at the World Economic Forum Beijing Representative Office as a project
assistant at the Platforms for the Fourth Industrial Revolution, where I was responsible
porting projects on emerging technologies such as precision medicine, Internet
ings and autonomous driving. I have facilitated large events with over 100
participants, liaising with speakers and participants from all over the world, arranging
logistics and coordinating with multiple stakeholders to ensure proper agendas. Based
on in-depth research about specific projects, I have drafted reports and proposals both
in English and Chinese as required by project leads. During the mtemship. my
organizational and communication skills have been fully demonstrated and further
enhanced..
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Huang Yan
Tele: 15797651758 E-Mail: 2350177790@ qq.com fj
Address: No.886, Yuhangtang Road, Zijingang Campus. Zhejpang University,
&
Hangzhou, Zhejang Province, 310058 : - *
Education bt B=
Zhejiang University International Organization and Global Engagement 2019.09-now
Major Courses: Introducation to 10, Youth Leadership and UN SDGs. International Projects and Cooperation E‘
’ 2018 UN Sustainable Development Goals Asia-Pacific Youth Leadership Project (Nepal) 2018.07-2018.08 <
X w
B e 2020%1},3@ SA Eﬁ%‘ IJII%.:. : ollege, Nepal, to learn systematically about the UN SDGs and conduct field study in mountainous - =]
deal social enterprises to propose solutions that are consistent with local sustainable development. O
.\anchang University English and Japanese 2015.09—2019.06 | t,:j
: @Tony/iARk Bomiass 2 d Debate, English Speaking and Writing, Intemmational Trade and Practice, Japanese
Audiovisual Conversation GPA:3 854 Rank: 1/81 =
Scholarship & Skills
«  Academic scholarship R

o  Work Outstanding[Student Leader, Excellent League Member, Excellent Graduate, Excellent Volunteer

o  Skill Proficiency in English and Japanese. Certificate of Test for English Major (Band ! ﬂﬁ,‘_[;kﬁzomiﬂi ﬂlﬁh{#ﬁ-
%@MMW@M@M.;—.AM



1= 10 Cover Letter-Clair Cheng.pdf - Adobe Acrobat Pro DC - o X
Datei Bearbeiten Anzeige Fenster Hilfe

Start  Werkzeuge 10 Cove... X 12 cove.. 14 Cove... preparin... Cv-48. g < D @ £ Anmelden

D ABRADO 2 RBHOO wm- KB P B2

‘N
L D
Clair Cheng
Wensan Road, West Lake District, Hangzhou City, Zhengjiang Province, China f.IB
(0)8615858265790 -
15858265790@163.com 0=

April 6™, 2020

LD o «
SOV CTTCH D

NEER 20208 KaEinaelIlgE" . anagement

Department of Operation&l Support Lo
: @Tony/iRk FoEH ZRHRS

Dear Hiring Manager, -

v

My name is_Chenglang and | am currently a graduate student in the Education School of Zhejiang
University, majoring in Science and Technology Education. | was impressed with the ideals of United

R N R o AT KF2020 = BRI IZA R
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886 Yuhang Tang Road, Hangthm 77790@qq.com =

> April 6, 2020 p 5
_Cultural Sector E «M

i

=

Gfganea&en—aﬂd—eiebal—Eagagefmn—m—Zheﬁaﬂg—Unwefsny- After vuewmg the -
recruitment information in the official website of UNESCOICEIpESSioNaicabounDengy =

SN SODEREEEEN < to apply for the internship for the sector of Culture in
_ UNESCO with my skills and experience. ~ ETAS20209HCATRIEHE
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April 6, 2020
Cultural Sector C]
UN UNESCO
Paris, France

Dear Sir/ Madam,

; sbal SHY- After vnewmg the
recrunment mformatlon in the offucual websute of UNESCO_
e NESCDENEaEE cd to apply for the internship for the sector of Culture in

JZas el as it gl el skills and experience.

: \ ROT unity to work in UNESCO, | have practiced my language skills..
: @T°y/'*wﬁ/ pi-get the certificate of Test for English Major Band 8 which is the
hughest level of China’s English test and passed the Japanese-Language Proficiency
Test N1. By exerting my language skills, | also took the initiative to participate in
volunteer work_as.the translator in all kinds of international conferences and academic
seminar, like Wurld Leisure Expo and so on.
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Key words Listl

Who you are and which position you are applying for

What motivated you for applying the position, extremely important
What skills and competances do you have to match the position

What is your compared advantage

Key words List2

Know the standards
Relevant

Professional motivation
Within 2 pages



