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A SUPERB application letter and resume 
would be your ticket to a job interview and 
eventually a job offer. But what exactly makes 
up a SUPERB application letter and resume? 

Selective 
Unique 
Presentable 
Enthusiastic 
Real 
Business-like 

Let's now look at the ingredients of a 
SUPERB application letter and resume more 
closely. 

Selective 
You would probably agree that an 

effective application letter and resume should 
tell the employer about your past education 
and work experiences, achievements, strengths 
and weaknessess. It is important for you to 
select the most relevant and useful 
information to show the employer how you 
match the job you are applying for. Do not 
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cram your application letter and resume with 
your personal history for the past 20 odd 
years. 

Unique 
" ... The courses I have taken at HKUST 

have trained my abilities to be analytical and 
to work under pressure ... " 

" ... By participating actively in extra
curricular activities, I have learned leadership 
and inter-personal skills ... " 

Do the above descriptions fit you? Do 
they fit your classmates too? Such 
information given in an application letter will 
be too generalised and pointless to the 
employer, as they cannot tell your unique 
qualities as an individual. Try to make 
yourself stand out from the crowd by 
identifying and describing special experiences 
or achievements which can reflect on your 
personal abilities, ambition or confidence. 

Presentable 
Your application letter and resume give 

the first impression to employers. Make sure 
they are neat and tidy, well-organized, and 
free of grammatical or spelling mistakes. 

Enthusiastic 
Employers are looking for applicants who 

demonstrate the commitment to develop their 
career with the recruiting organization. Those 
one-for-all application letters which do not 
reveal genuine interest and sincerity will 
usually turn them off. You should write your 
letter and resume in response to the specific 
job requirements and show your enthusiasm 
for the position and the company. 

Continued on page 2 
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Miss Nancy Lee, Vice President Human Resources of JP 
Morgan, one of the leading international investment 
bank, feels that it is very important that a university 
graduate job applicant knows how to sell herself/himself 
well 011 his curriculum vitae or resume. 

D How many job applications from 
university fresh graduates do you 
normally handle per year? 

Ill JP Morgan recruits around the world. 
Including the job applications collected, 
screened and referred by the New York 
Head Office, we handle approximately 
2,000 university fresh graduate 
applications per year. Under 500 of them 
are from Hong Kong. 

D Among all these applications, what are 
the special qualities that you look for in 
the applicants? 

Ill For us, academic grades are very 
important. However, we would not 
consider applicants who have no other 
qualities except good grades. There has to 
be a balance. We look for teamwork 
leaders, applicants who were student 
leaders in universities. We also take 
working experience into account, summer 
job experience for Degree graduates and 
relevant job experience for MBA holders. 

D What about presentation of the 
application, do you consider that this is 
important too? 

Ill We put more emphasis on resume than 
cover letter. We welcome resumes with 
"substance" which are concise and precise, 
one to two pages in length. It is a more 
challenging task for an applicant to 
summarise all his/her good qualities into 
one page. 

D From your impression, what makes an 
application stand out above others that 
you would definitely grant an interview? 

Ill The resume is an applicant's "substance" in 
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writing. It records the person's achievements 
and it's not a list of headings and descriptions. 
For instance, if an applicant puts down that 
he/she worked for a marketing research 
company before and he/she covered a good 
number of projects with impressive results, we 
would be interested to interview him/her to 
find out more about his/her experience. In 
addition to the good academic grades, all of 
these qualities contribute to an application 
which successfully stands out above the 
others. 

Miss Lee thinks that shortlisting of 
applicants from resumes is like buying a 
Personal Computer from catalogues. The 
monitor, the RAM ... etc., many product 
features are the same but what are the benefits 
to the buyers? Resume is like a selling tool. It 
needs to be good to sell well! Ill 

Superb Application 
Letter And Resume 
Continued from page 1 

Real 
Experienced recruiters can tell whether an 

application letter and resume are just copies 
from a job seeker's handbook or an authentic 
masterpiece from you. Do not be a copy cat. 
Write in your own words and give real 
information about yourself. 

Business-like 
Your job application is the first step in 

your transition from 'gown to town'. Get 
yourself ready for the business world by 
taking a business-like approach in writing 
your application letter and resume. Do not 
present yourself as someone who only wants 
to learn and gain exposure in the job. 
Remember: the employers are recruiting 
employees but not 'students' for the company. 
You must show that you have the mentality as 
well as the capability to perform effectively in 
the new job. Ill 
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Reference materials in Careers Centre are 
mainly divided into 3 categories, namely 
materials of Recruitment Talks, Careers 
Information and Job Search related. Reference 
materials of Recruitment Talks are usually in 
the forms of videotapes and cassette tapes, 
while reference materials of Careers 
Information and Job Search contain videotapes 
and reference books as well. Let us 
concentrate on these two types of reference 
materials. 

CAREERS INFORMATION RELATED REFERENCE 

BOOKS AND VIDEOTAPES (300) 

The materials under Careers Information 
are sub-divided into 3 categories based on 
different functions. They are: 

Careers Information: Careers Centre houses 
quite a number of videotapes and reference 
books which mainly provide useful 
information on a wide range of careers. 
Information in marketing, finance, advertising, 
public relations, computer science, social and 
rehabilitation services etc., is available at 
Careers Centre for your reference. If you have 
particular interest in a career and hope to 
know more about it, either a videotape or a 
book will certainly help. 

Career Action Plan: To plan one's career path 
or to choose a career which fits you the best, 
you can refer to the videotapes and reference 
books under the Careers Information. Here are 
some recommendation: 

-Careers Planning: Putting Your Skills to 
Works (1) & (2) (320.C023) 

-Careers: The Right Fit (320.C025) 
-Adventures Careers (310.A001) 
-Career Action Plan (310.C023) 
-Case Book: Planning Your Career (310.C025) 
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Careers Talks: You will find videotapes of 
Careers Talks organized by Careers Centre. 
Top executives of leading companies in Hong 
Kong were invited as guest speakers of 
Careers Talks. Through the videotapes, you 
will get valuable information of the careers by 
the guest speakers'experience sharing. 

JOB SEARCH RELATED REFERENCE BOOKS AND 
VIDEOTAPES (400) 

Videotapes and reference books under the 
category of Job Search are resources that 
mainly help you to equip yourself well and 
improve your skills during the process of job 
searching. Skills such as resume and cover 
letter writing, aptitude tests preparation, 
interviewing techniques, and even guidelines 
on social etiquette are all covered under the 
Job Search category. Thus, whenever you 
encounter problems relating to any one stage 
of the whole job search process, you are 
encouraged to access these materials. Here are 
some recommendation: 

-The Executive Programme Part 1: Application 
Letter and Interview ( 420.E001) 

-Introduction to Job Interview ( 420.!002) 
-Job Search Process, Planning and Skills 
(420.J011) 

-Test Your Own Aptitude ( 410. T004) 
-The Perfect Resume ( 410.P003) 

You can check the index file of Careers 
Centre for a comprehensive listing of the 
reference materials. Ask our staff to help you 
at any time. The superb resources are available 
at the Centre for you to explore. 1111 

(PS. You can borrow up to 3 items each time 
starts from 18 November 1996) 
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CAREERS ACTIVITIES ANNOUNCEMENT 

Tentative schedule of recruitment activities 

Employer Activity Date 

Hong Kong & China Gas Interview after 15 Jan 97 

Hang Seng Bank Ltd. Interview 27 Dec 1996 

Aptitude Test early-Jan 1997 

In-tray Exercise mid-Jan 1997 

Assessment Centre late-Jan 1997 

Procter & Gamble HK Ltd. Campus Interview 6-8 Jan 1997 

John Swire & Sons HK Ltd. Aptitude Test 16 Jan 1997 a.m. 

Hong Kong Telecom Interview 16-17 Jan 1997 

Merrill Lynch Talk 27, 28 or 29 Jan 1997 

Andersen Consulting Interview 11-13 Feb 1997 

NOTE: Please watch out for our notices on the Electronic Noticeboard (folder: CAREERNEWS) for the 
finalized dates, time and venues of the above activities. 

Schedule for Lunch Time Video Show of December 96 and 
January 97 

December 96 Video Shown 

Mon & Wed (12 nn & 1 pm) Introduction to Job Interviews ( 420.!002) 

Tue & Thu (12 nn & 1 pm) The Executive Programme ( 420.E002) 
Part II: Image of Executives 
Jli,sJ;1tii!<.,% 7•1 1ft ..::.tif 
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Fri (12 nn & 1 pm) 13 Dec Career Self-Assessment ( 420.C008) 

20 Dec Careers: The Right Fit (320.C025) 

27 Dec Careers in Marketing -The Marketeers (320.C011) 

January 97 Video Shown 

Mon & Wed (12 nn & 1 pm) Job Search Process, Planning & Skills (320.J001) 

Tue & Thu (12 nn & 1 pm) The Executive Programme (420.E003) 
Part III: Social Manners & Etiquette in Hong Kong 
iii, >JJ1t ;r!{ .% i'•J 1ft -=-til-
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Fri (12 nn & 1 pm) 3 Jan Job Search Strategies (420.J009) 

10 Jan Shhh! I'm Finding a Job (420.S002) 

17 Jan How to Explore the World of Work (420.H005) 

24 Jan Career Self-Assessment (420.C008) 

31 Jan Winning a Job Hunting (420.W001) 
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