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Contact Details
· Phone/ Fax/ Mobile phone/ Email/ Address

Objective	

·  Describe the type of job you are seeking. 

Working Experience (If Applicable)

· List your current and previous positions, starting with the most recent
· The period of work
· Your main responsibilities/duties

Education

· Do not forget to attach your transcript 
· List the degree(s) you obtained or have been doing, starting with the most recent
· The date of graduation
· Your field of study/ Major
· Include continuing education, extra education or refresher courses you may have taken

Extra Curriculum/ Activities

· List clubs or organizations you belong to and activities in which you participate. 
· Your role and responsibility 
· Your leadership role
· Voluntary activities

Honors/ Awards

· List honors/ awards you have received

Skills

· Languages proficiency (TOEIC, TOEFL, IELTS, etc)	 
· Computer Skills 
· Other Skills	  

Reference

· If provided, please make sure you have permission from your references
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