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학력사항
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	회사명 (기관명)
	담당업무
	부서
	직급
	연 봉
	퇴사사유

	2016.01 ~ 2017.01
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
어학능력

	구  분
	어학시험명
	점  수
	취득년월
	구사 수준

	영 어
	
	
	2014.01
	

	[bookmark: #1309213332]
	
	
	
	

	
PC능력
	
자격증 및 교육이수사항 (해외연수 포함)

	구  분
	활용수준
	
	구  분
	취득일/이수일

	Excel
	
 
	
	
	2014.01

	MS-Word
	
	Power-Point
	
	
	
	

	한글(HWP)
	
	기타
	
	
	
	


자 기 소 개 서
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	상세 업무내용
	

	퇴사사유
	



HONG, Gil Dong


NAME:	 		HONG, Gil Dong
DATE OF BIRTH:		January 01, 1981
DOMICILE:		          ABC Apt, Seoul, Korea
CONTACT POINT:		(Mobile) +82 10 1234 1234	(e-mail) Gil Dong @manpower.co.kr 

EDUCATION
Jan 2014 – Jan 2014  	Education                              	Seoul, Korea
· Majored in 
· Minored in  (Please, write down detailed major info(ex/ Double major, Minor etc)




WORK EXPERIENCE
Jan 2014 – Jan 2014 	Work Experience            	Seoul, Korea
·  About the Work Experience

	​​Jun 2014 -Aug 2016​ 
	​​Legal Secretary​, ​XYZ Law LLC​ 
​​Legal document preparation and management. Administrative and scheduling for senior partners. Coordinated conferences and meetings between attorneys and attorneys and current and prospective clients. Maintained firm’s master calendar​ 





OVERSEAS EXPERIENCE
Jan 2014 – Jan 2014 	Overseas Experience            	Seoul, Korea
· About the Overseas Experience






EXTRA CURRICULAR ACTIVITIES 
Jan 2014 – Jan 2014    	Activities	                                                                                                                   Seoul, Korea
· About the Activities




ADDITIONAL SKILLS & INFORMATION
Languages: 	
Computer Skills: 	
Awards: 	
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