E-Resume notes
Procedure – 1) enter and stop the video recording; 2) check sound and image; 3) upload the ppt.  4) start recording. 
Things to note -- 
1) Check to see if you have 發言權; 
2) Dressed in simple colors; 
3) Get used to speaking to the camera, check your image, smile occasionally and make good eye-contact 
4) Do not move too much in front of the camera.

Cover Letter notes:  Be concise and business-like
1) First ¶: 
I am interested in the jobs which related to ✖ costumer✖ service and now I am seeking for flight attendant in China Airlines. For this reason, I am excited to learn that your company is recruiting the new employees. I am convinced that my English background, service experience, and personal characteristic can let me utilize those experiences in this job.   (Not in the conventional business letter tone.)
[suggested revision]

· From ~ I learned that you are recruiting new flight attendants.  As an English major with outstanding English and communication skills and strong interest and experience in service-related works, I believe I am qualified and would like to apply for this job. 
2) Highlight ¶: 
I am a graduate from English department in Fu Jen University. In the all-English training courses, I am proficient in not only the language but also the ability of critical thinking. [faulty parallelism] Aside from my course work, I am able to build a good relationship and offer a crucial contribution [word choice] to the extracurricular activities. My current job as a school tutor and lesson planner prepares me with creative and interactive approach to people. Also, being a public relations practitioner and interpreter internship equips me with strong and dynamic communication skills.    
[suggested revision]
As an English major receiving the all-English education of the English department in Fu Jen University, I am equipped with not only proficient English skills but also the abilities in critical thinking and effective communication.  Aside from my course work, I am able to build good interpersonal relationship and make significant contributions in the jobs of being a tutor, lesson planner, PR practioner and interpreter intern.  While the teaching-related jobs allowed me to use creative and interactive approaches to teach children, in the latter works I practiced and improved straightforward and efficient communication with adults. 
3) A complete letter:  
	I saw your advertisement posted on 104 Human Resource website on ? and would like to be considered for this position.(just to avoid (repetition)) A copy of my curriculum vitae is enclosed. 

Presently I am working as an assistant to Native Speaking (cap not needed) teacher at Shane English School and have a wide range of responsibilities. These include classroom management, observations, English grammar teaching after class, story reading, managing students’ discipline, and dealing with parents and correspondence in Native speaking teacher’s feedback. I like young children and get on well with them, and I am looking forward to helping them in the very practical way which teaching makes possible. 

The kind of work in which your company is engaged particularly interests me, and I would welcome the opportunity it would afford to use my language abilities, communication, organization and cooperative skills which are utilized in my present post. (move forward)
I hope to hear from you soon and to be given the opportunity to present myself at an interview. 



	[suggested revision]

I saw your advertisement posted on 104 Human Resource website on ?.  As the enclosed resume demonstrates, I have the language abilities, communication, organization and cooperative skills needed for this position, so I would like to apply for it.

Presently I am working as an assistant to a native speaking teacher at Shane English School and my responsibilities range from classroom management, English grammar teaching after class, story reading, to helping with the communication between parents, students and the native speaking teachers. I have had no problems accomplishing these jobs to each party’s satisfaction. On top of everything else, I find it self-fulfilling teach young children with a warm smile and effective teaching methods such as ~.  I am looking forward to helping them as a teacher in the some more practical ways. 

[concluding ¶]


More Cover letter samples here: http://jobsearch.about.com/od/coverlettersamples/a/customcover.htm 
http://jobsearch.about.com/od/coverlettersamples/a/collgradsample.htm 
Resume notes
· Language Expertise – 

According to some discussions online: 

1) Definitions (http://www.top-law-schools.com/forums/viewtopic.php?f=2&t=51195) –
fluent: can read and write the language with ease, understandable by natives with little effort proficient: can express clear thoughts, often moreso through speaking.
conversational: took a few beginner's level courses and can put some words together.
Levels (http://forum.wordreference.com/showthread.php?t=347647) –

 Beginner, Intermediate, Advanced, Proficient. Fluent

GEPT Intermediate Level??? – An English major should aim higher.  
· Experience and Award
· give your jobs a formal-looking title; check online for formal titles of your awards. 

· Avoid [redundant] words such as [preposition] and subject.   

· Skill resume 

(consider another example here: http://www.career.vt.edu/JOBSEARC/Resumes/formats.htm#Skills)

· GPA or not (source: http://www.attorneyresume.com/articles/index.php?id=40009) 

…  As a general guideline, if you are a law student or a recent graduate and your law school GPA is above 3.0 on a 4.0 scale, it should be included. Typically a 3.0 represents a B, and therefore anything higher is considered good. There are other factors to consider, however. In order to figure out what's best to do in your situation, you need to factor in the other items on your resume, as well as what your particular GPA means to your particular school. 

More and more law schools are turning to unique grading systems that differ from the typical 4.0 scale. Even within the 4.0 scale, the curves can be drastically different. At one law school, a 3.6 could mean Top 10%, while at another, a 3.1 could mean Top 10%. For this reason, a GPA is not always the best indicator of your performance in law school. 

If you did well in school, the best and clearest way to indicate as such is through your class rank. If you see 3/184 or Top 15%, you automatically understand that this person excelled in his/her studies in comparison to his/her peers. 

If your GPA was only average, yet you won a few academic awards, excelled in moot court, and participated on a law journal, employers are going to assume that you did well in law school. Not including your GPA won't cause anyone to think you performed horribly, because it is clear that you excelled in certain areas. Therefore, if your GPA isn't very high, it is probably safe to exclude it. As an alternative to GPA, you can also list specific courses in which you received honors or high grades.

