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OO0 1. 1amagood accountant and have a thorough
knowledge of the English languaged O O OO OO0 O0OOO O
DO0O00000000 3. 1am able to take dictation in English
and quickly transcribe into Chinese U O OO OO0 OO0 OO
DO00000000000 4. Forthe past three years, | have
served as a private secretary to Mr. Tang whom you know well, and
whose public works have been praised all over Hong Kongd [ [
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JO00do0bodoo0odoodoboOooboOgond 5. Being
well acquainted with the way an office works, I could make myself
generally useful, should there be any opportunity of your requiring
myservices 000000000000 O0OOOOOOOO
OJ000000000000oOoooOan 6.1 bhave received
an English education, and have a slight knowledge of Spanish. | took
aSpanishcourseincollegel] OO0 OO O0OO0OO0OOOOOO
Jo0o0dobooooooooooond 7.1canwrite
shorthand at the rate of 120 words per minute, and typewriting at 55
words perminute inEnglishO O OO0 OO0 00O OO O 1200 O
000000005500 8. Atschool I won a scholarship and the
first prizeinaspeechcontest] DL OO OO OOOOOOOO



OO 000 9.1have agood knowledge of double-entry

bookkeepingld U OO O OOOOOOOO 10. For all the time |
was in their employ, | had the sole charge of their correspondencel]
J0o00do0oooooodoodoodn 100Test 0 O 0O O
Jo0o0dooooooodoodondn www.100test.com



