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To: abchr@xxx.com.hk
Subject: Application for the Post of Graphic Design Assistant (Ref: 390505/ GDA/SP)

Dear Miss Lau,

With reference to the advertisement in the Success Morning Post of 14™ September 2012, |
would like to apply for the post of Graphic Design Assistant.

I enclose my application letter, resume and a copy of examination results of the Hong Kong
Diploma of Secondary Education for your kind reference.

I look forward to hearing from you soon.

Yours sincerely,
Yung Chi Kit, Stephen
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Flat A, 23/F
2000 Queen’s Road,
Wan Chai, Hong Kong

15" September 2012
Miss Jacqueline Lau
Director of Human Resources
The Perfect Group
Room 4018, Perfect Tower,
1 Island Road, Hong Kong.

Dear Miss Lau,

Application for the Post of Graphic Design Assistant (Ref: 390505/ GDA/SP)

With reference to the advertisement in the Success Morning Post of 14" September 2012, | am
writing to apply for the post of Graphic Design Assistant.

I am working in Design Mind Limited as Graphic Designer Trainee after completing my secondary
school education in May 2012. | am responsible for assisting the Senior Designer in design layout and
artwork production. During my employment, | have also completed an evening course on Photoshop
and Adobe Illustrator. | have strong aspiration and commitment to develop my career in this profession.

I enclose a resume and a copy of examination results of the Hong Kong Diploma of Secondary
Education for your kind reference. | look forward to having an opportunity for an interview in which |
can further present my suitability for this position.

Thank you for your time and consideration.

Yours sincerely,

(Yung Chi Kit, Stephen)

m

ncl
1. Resume
2. Copy of examination results of the Hong Kong Diploma of Secondary Education
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Ho Siu Ling (/7/#)

Flat A, 10/F,, High View Mansion,
Hong Kong Lane, Hong Kong.
Contact numbers: 9000 XXXX /2323 XXXX
E-mail address: siulingho@xxx.com.hk

POSITION APPLIED FOR: Administrative Officer

EMPLOYMENT HISTORY

12/2010-Present

Assistant Administrative Officer, Hong Kong Company Limited

Job duties

/

¢ handling office administration and general affairs of the company
% preparing documents and reports related to leasing of property

®

«¢+ assisting in project administration and coordination

K/

¢ participating in office renovation and relocation

7/2009-12/2010

Administrative Assistant, BCB Company Limited

Job duties
¢+ providing administrative and secretarial support to the Admin & HR
Department

+ handling daily business correspondence

% organizing and coordinating appointments and meetings

L)

EDUCATION AND ACADEMIC QUALIFICATIONS

2007 — 2009 Associate of Business Administration, Hong Kong School of Commerce

2005 - 2007 St. Marvel College (Form 6 — Form 7)
Hong Kong Advanced Level Examination (2007)
Use of English (E) |Business Studies (D)
Chinese Language and Culture (D) |Mathematics and Statistics (E)
Economics (D)

2000 — 2005 Novel Secondary School (Form 1 - Form 5)
Hong Kong Certificate of Education Examination (2005)
Chinese Language (C) |Economics ©
English Language (Syllabus B) (D) |Geography ©
Mathematics (C) |Chinese History (D)
History (E)

LANGUAGES AND SKILLS

Proficient PC knowledge in MS Word, Excel, PowerPoint and Chinese Word Processing

English typing speed 50 w.p.m.

REFERENCES

References are available upon request
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This booklet provides general information and advice on job hunting. If you would like to have
the English text of this booklet, please contact the Employment Information and Promotion

Programme Office at 2852 4922.

12/2011
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