英文求职简历范文
1234MainCourt
XXXX
CA,XXXXXX
Cell:xxxxxxxxxxxxxx-356-7895
E-mail:yjbys@yahoo.com
CareerProfile:
LookingforanopportunitytoworkasaPublicRelationManagerwhereIcanmakeeffectiveuseofmyknowledgeandskillsforthegrowthoftheorganization.
CoreStrengths:
Extensiveknowledgeofplanning,managinganddesigningpublicrelationprograms
In-depthknowledgeofthestructure,rulesofcompositionandgrammarofEnglishlanguage
Possessexcellentadministrationandcustomerserviceskills
Familiarwiththeprinciplesandmethodsofpromotingandsellingproductsandservices
Abilitytothinkcriticallywithexcellenttimemanagementskills
Familiarwiththeconceptofeconomicsandaccountingprinciples
Abilitytoleadsmallandlargeteamsofpublicrelationspecialist
Proficientinhandlingmultipletaskssimultaneouslyandworkunderpressure
Abilitytogeneratepoliciesandproceduresrelatedtopublicinformationprograms
EducationalSummary:
Master'sdegreeinBusinessAdministrationfromUniversityofState,intheyear19XX
BachelordegreeinPublicRelationsfromSaintLawrenceCommunicationCollege,Stateintheyear19XX
Training/Certifications
AccreditedinPublicRelations(APR)intheyear19XX
ProfessionalExperience:
ABCSoftwareCo.Inc.,State
20XXtilldate
PublicRelationManager
Assignedthetasksofdevelopingandmaintainingthecompany'scorporateidentityandimagebyusinglogosandsignage
Handledtheresponsibilitiesofsupervisingandreviewingtheactivitiesofpublicrelationsstaff
Preparedinformationformediakitsandwroteeffectivepressreleases
Responsiblefordevelopingandmaintainingcompany'scorporateidentityandimage
Assignedthetasksofmanagingcommunicationsbudget
Workedwithpublicrelationexecutivesandformulatedpoliciesandproceduresofpublicinformationprograms
ABCCommunicationCenter,State
20XXto20XX
SeniorPublicRelationExecutive
Handledthetasksofplanninganddirectingpublicrelationsprograms
Draftedspeechesforcompanyexecutivesaswellasarrangedinterviewsforthem
Maintainedanddevelopedcompanyinternetandintranetwebpages
Evaluatedadvertisingandpromotionprogramsforcompatibilitywithpublicrelationseffortsandstrategies
Maintainedcompanyarchivesandmanagedin-housecommunicationcourses
Observedandreportonsocial,economicandpoliticaltrendsthatmightaffectemployerstotheManager
ProfessionalAccomplishments:
HonoredasthemostInfluentialPublicRelationsStrategistoftheyear19XXbythePublicRelationsAssociationofXYZ
