[bookmark: _Toc1]计算机专业英文简历模板
来源：网络  作者：水墨画意  更新时间：2024-07-14
Richard Anderson1234, West 67 Street,Carlisle, MA 01741,(123)-456 7890.Employer Job-content     Compose & type correspon...
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Employer Job-content     Compose & type correspondence.     Maintain record of incoming & outgoing correspondence.     Make reports, receive, take dictation, check files, records, & all the correspondence.     Submission of various statements related to reporting and monitoring after compilation of data on MS office.     All accounting work. ABC Software Pvt. Ltd., Aug 2024 - Dec 2024
Computer Operator/Office assistant    Receive visitors, place calls and answers telephone enquiries.     Maintains records, files & other references materials and perform related clerical duties.     Search files, documents and maintain library for information.     Drafting of letters & Noting for approval of proposal.     Report preparation     Some sort of Data Entry related work.     All Company work in Word, Outlook Express, Excel, Photoshop, Scanning and Internet.
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