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Situation 1

Read and Write

Kim Hana

2528, 1100-ro, Jeju-si, Jeju-do, Korea
Phone: 010-1234-1234 kimhana@email.com

SUMMARY
A strong and detail-oriented organizer who excels at prioritizing and completing multiple tasks
simultaneously and a dedicated assistant who is ready to provide great customer service.

HIGHLIGHTS of SKILLS

« Filing and Database Management

« Bilingual — English and Chinese

+ Excellent Computer Skills — Windows 10 and MS Office Suite

EXPERIENCE

Internship Program, The Ocean Hotel, Jeju Jul. 2018 — Aug. 2018

Administrative Assistant

« Updated bulletin board by posting up-to-date information and provided timely and
knowledgeable responses to information requests.

» Received the highest scores in customer satisfaction survey by handling customer orders and

complaints with warmth and sincerity

EDUCATION

Daehan Tourism High School, Jeju JMar. 2015 - Feb. 2018
Graduated in Tourism Management with the highest honors
Professional Certificate 2015

Microsoft Office Specialist (MOS)

References are available upon request
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Situation 2

Read and Do

Name: Kim Hana

Education: Daehan Tourism High School

Personality: detail-oriented and dedicated

Reason for application: To contribute to producing better service for customers in the Customer
Service Department

Strengths: Caring personality

Weaknesses(How to improve it): Less confident in speaking in public. (But, I tried to listen to
customers and handle their orders and complaints.)

Aspirations: To be a real expert in Customer Service
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Check Up

A

W: Tell us about yourself.

M: It's nice to meet you. I'm Jin Seongmin. I graduated from Daehan Tourism High School. I
consider myself an outgoing and charming person, and I'm eager to help others.

W: Why did you apply for this job?

M: I think every customer deserves to stay as comfortableas in their own home, and I hope to
help them to do so. So this position would definitely suit my personality and beliefs.

W: What are your greatest strengths and weaknesses?

M: My strength is my outgoing personality. I'm afraid I don't have enough practical experience
in the hotel business. But I'm eager to learn, and I'm sure I can adapt to changing
environments quickly.

W: What do you know about us?

M: You have provided excellent service under the motto “the best hospitality company.” In
addition, with the know-how accumulated over several decades, you have successfully
established five-star hotels with luxurious fitness facilities and restaurants abroad.
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