Instructions for Filling Out Resume
A. Resume

1. Form your resume in print not by handwriting.

2. Name

3. Sex. Please circle Mr. or Ms.

4. Photograph. It can be black-and-white or color, taken within the last six months.

5. Full date of birth and present age

6. Permanent Address
7. Present Address, including phone number & e-mail address

8. Nationality
9. Current employer. This is to be filled in only if you are presently employed full-time by an institution.

10. Educational background. Please list the year of entrance and graduation from all institutions of learning that you have attended after high school. Precise names of school, department, division, etc. are requested to be shown.

11. Degrees/Diplomas. Please specify the type of degrees or diplomas that you have received, and give the name of the institution granting the degree.

12. Work experience. Please list all your relevant work experiences. Describe the title/position and the type of experience involved (e.g. Part-time, K.U.I.S. ［Basic Writing, Oral Communication, Public Speaking］). For teaching jobs, please indicate if the work was full or part time, and also clarify the names of the department, division, etc.

13. Professional Activities. Please describe the professional organizations to which you belong. If you have been an officer, please describe your title and/or assignment. Start with the organization joined first.

B. Publications and Presentations
1. Titles of books, academic papers, academic and oral presentations related to your field, and so on. Please began from the earliest. Please make the category of each item clear(e.g. Book, Academic paper, Presentation, Others).

2. State if the work is solely authored by yourself or if you are a co-author. Describe the number of co-authors if the work is not solely authored.

3. Publisher or the name of the journal/conference. Publisher of the book or publishing organization. Include volume number and page numbers. Give the full name and location of the conference. In the case of co-authored work, please state which pages you are responsible for. 
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	Name(Please type or print clearly)       Mr.    Ms.
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	Photo



	Birthdate

 Month                Day          Year           Age:
	

	Permanent Address:

                                Telephone:
	

	
	Nationality:



	Present Address:

 Telephone:                               E-Mail Address:

	Current Employer:     

                                Telephone:

	Month Day Year
	Education (post-secondary training. Please start with the earliest schooling.)

	
	

	Month Day Year
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	Month Day Year
	Work Experience (Specify if part-time; the time periods. In the case of full-time educational positions, indicate if the institution is public or private.) Exact names of each school, department, division, etc. must be shown.

	
	

	Month Day Year
	Professional Activities (professional Organizations and Community Service)

	
	

	I hereby verify that all the above information is true and accurate to the best of my knowledge.

Signature                                           Date
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	Publication & Professional Presentations

	Please list published books and academic papers (In journals, bulletins, working papers, etc.), conference

Papers, oral presentations, and so on, published/delivered in the last seven years at least. Please begin with the earliest works.

	Title of books, papers, presentations, etc.
	Sole author

Or Co-author?
	Publisher; name of journal/conference; year of publication, year-month-date of presentation; page numbers.
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