Alan Ha

Room 709, Wah Sang House,

Wah Fu Estate, Aberdeen, Hong Kong

Tel: 92507714

E-mail: summerlun@hotmail.com

17/02/02

Dear Sir / Madam:

I am interested in applying for a position as an Assistant Officer. I have a bachelor’s degree of Business Management that gives me the ability to fulfill this job. Moreover, I have combined 5 years experience of studying and working in the United States of America. I graduated from the College of Staten Island, the City University of New York. During those years that I lived in New York, I earned a bachelor degree and joined the U.S. Army Reserve. Those experiences are valuable for me, and I will never forget it. 

As I want to make my hometown prosper, I would like to take the opportunity to serve my hometown. I hope I can get a government job in which all of my effort will directly contribute to my nations.  Therefore, I can apply the knowledge and experience learned from the U.S. Army and Hang Seng Bank to my job.  Those experiences give me a chance to associate with various people and colleagues.  It forges me to be more mature and independent.  I believe that is what you are looking for to fit in the position.

I am a diligent and disciplinary male, 23 years old. I am the only child in my family. I like reading novels in my leisure, and basketball is my favorite sport. 

Other work related experiences are included on my resume. I feel confident that I am equipped to face the challenges that your job may offer as I am ready to learn more from you. 

I would like to have an opportunity to meet you and discuss further my qualification of the available position.  Please feel free to reach me through phone or email.  

I am looking forward to hearing from you soon. 

Thank you for your time.

Sincerely, 

Alan Ha

Enclosure: Resume  
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Alan Ha

Room 709, Wah Sang House,

Wah Fu Estate, Aberdeen, Hong Kong

Tel: 92507714

Email: summerlun@hotmail.com

Objection


Seeking a position in which my experience and skills can be utilized

Education 
The College of Staten Island, 

The City University of New York


   (New York)

1998-2000


Major: Business Management Bachelor Degree (B.S.) 





Minor: Finance 

Accounting Associate Degree (A.A.S.)

Anticipated Graduation date: July 2000.

Bookkeeping, Computer Applications, Office Procedures, Business Management skills.

1996-1998
LaGuardia Community College  


   (New York)

Accounting, Management Techniques, Computer Applications, Chinese computer system, Finance Analysis.                                       

1990-1995


Shau Kei Wan Government Technical School    (Hong Kong)





HKCEE, 2C, 3E.

Experiences

Hang Seng Bank


           (Hong Kong)
  

2000-2002


Customer Services Officer





Computer and program trouble shooting





Provide on-site technical support

Answer banking enquires

U.S. ARMY Reserve                   
   (New York)

1999-2000


Private First Class

Promoted to a squad leader 

Take responsible for my squad members

General discharged

1997-1998
Oriental Plaza

                  
   (New York)

Waiter/Busboy





Serve customers 





Keep a good relationship with the customers

1994(summer)

Starlight Music Incorporation



   (Hong Kong)





Data Entry Operator
Data entering 





Update inventory’s record








Create and design forms (Invoice, Enquiry)


Extra-Curricular  

Activities  



1992-95


Shau Kei Wan Government Technical School 





Team member of Track and Field Club

1992-93 Inter-School Athletics Championships

Awarded Champion in Boys C 4x100m relay

1993-95 Inter-School Athletics Championships

Awarded third place in Boys B 4x100m relay

Language

Spoken: Mother tongue Cantonese and fluent English





Written: Chinese and English 

Skills


Windows95/98



Internet Accessing

Microsoft Office


Computer trouble shooting 

Photoshop




Illustrator 

Chinese Typing



English/Chinese 

Reference:

Available upon request                                                                                      

