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A Common CV Format

Chan Sonika
N® 83, Str, 3110, Sangkat Orussey Il,
Khan 7 Makara, Phnom Penh
Tel: 012 698 717 /016 222 600
E-mail: irs_counselor@ncdpcam.org

Work Experience PERSONAL INFORMATION

- . Sex i Female
1his shouid inefudor Date of Birth August 27, 1978
Period of employment i = 2V
S Place of Birth : Kandal Province
(dates from-to) SEE >
: Marital Status Single
Name of employer I : s Gl .
: g Nationality ! Cambodian
(business, organization, or L

person) position brief
description of duties and
responsibilities.

[ AWORK EXPERIENCES
[ 2002 - 2009 | Retail Outlet, Phnom Penh
Administrative Assistant
s Minute taker in meeting
e Record external letter in-out

| Education and Training
This should include:

| drenared d
Period of training: Name N_ | * Fieppddocumetis
of institution conducting \'\‘: DUCATION
i e 1997 - 2001 : Norton University, Phnom Penh
Course undertaken: Major: BA of Management
Certificate earned; Brief Cei;‘{fﬁcmed.i‘eceived
description of coursework. ;
1993 - 1996 - : Sisowath High School, Phnom Penh
General Education
§ Certificated received
N
Other Skills: “TRAINING COURSE
Language & Computer., 15 - 18 May 2010: National Center of Disabled Persens (NCPD), PP
for example — although Job Seeking Training course
the heading says skills. Certificated received
yvou may want to include
abilities that you have \ LANGUAGE
listed in the skills Khmer > Native Language
assessment section, \ English : Fair (speaking, reading. writing, listening)
Interest: KILLS
You may want to include : Can use all office equipment, photocopy, fax, phone,
this. especially if your i Lypewriter. ..
interests are related to the Nt
tvpe of job vou are INTEREST
applyving for. : Reading Newspapers and Play Tennis.
REFERENCE
Name and Contact / Available upon request.
Information

Remember this should /
make it easy for an f
emplover that wunts to see |
vou Lo contact vou. |
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Mr. Chan Samrith

#67, St 592 Sangkat Boeung kork I, Khan Toul Kork, Phnom Penh

Tel: 016 222 600/ 012 698 717

PERSONAL INFORMATION

Sex

Date of Birth
Place of Birth
Marital Status
Type of Disability

EDUCATION
2006-2008

2004-2008

2000-2002

1997-1999

Male

08/June/1982

Bantey Meanchey province
Married

Blind left eye

Build Bright University (BBU)
Major: Bachelor Degree of Management
Certificate received

Asia Euro University
Major: Bachelor Degree of English
Certificate received

Planning and Statistic Training Center
Major: Associate Degree Economic and Business
Certificate received

Sam Dach Ove High School
Major: General knowledge
Certificate received

WORK EXPERIENCE

2008-Present

March 2008

Dec-Apr 2008

Jan-Mar 2007

SBK Research Company
Research
» Data Collection
e Coordinate with authorities
e Lead the group as well as check and approve team work

Ministry of Planning
Trainer of Trainees
e Teach about how to completed questioners of General census

Khmer Dynastic Co, LTD
Translator
» Translate document
e Keep in touch with business partner through E-mail as well as direct
communication
» Make announcement

UNICEF
Supervisor and Authority Communicator
« Joined CAIS survey

AYIGIAINARTS B GRS (IRS) 81 99 18 bm




Feb-Apr 2007 Green Gold
Survey
« Participated the media survey

Oct-Nov 2006 JICA
Translator
e Workshop translator English to Khmer

Sep 2005-Apr 2006 Trinungal Komara Industry
Administration
» Check list of staff absence
* HR prepared and translate document
» Product control
e Daily report

Dec 2004-Nov 2005 International Institute for Education Improvement
English Teacher- Intermediate
e Lesson Plan
¢ Manage student in class
» Make assignment to students

Nov 2004-Apr 2005 Mobile Com GSM Co, LTD
Sale Representative
« Keep communicate with customers
e Give information of Market to customer
e Sale Sim card to customer

Jan 2002-Aug 2003 Newton Thilay Institute
English Teacher-Intermediate and Pre
e Lesson Plan
e Manage student in class
o Make assignment to students

TRAINING COURSE

May-Jun 2008 Canada Bank Plc
Course title: Policies and Procedures for lopan Grant
Certificate received

Jan 2007 UNICEF
Course title: The Methodology Survey
Certificate not received

Jul 2004 International Development of Education (IDEA)
Course title: Advance of Administration
Certificate received

Oct-Dec 2003 WANLAN University I RO
Course title: Marketing Strategies-Sale and Communlc,a/um(afd, o\ )
Certificate received (el 7712 '*\

_ k‘\ ?,; \ Nj:}. f ‘:s/
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Sep-Nov 2003 Asia Euro Institute
Course title: Hotel and Tourism
Certificate received

Jun-Sep 2002 Multi Network for Computer Center
Course title: Ms Word and Excel
Certificate received

Jul-Oct 2001 Newton Thilay Institute
Course title: Teaching Training course of General English Program
Certificate received

LANGUAGE
Khmer Native Language
English Good (Speaking, Listening, Reading and Writing)

OTHER INFORMATION
Interest/Hobbies Playing Sport

Computer skills Ms. Word, Excel, Email and Internet
Other skill(s) None

REFERENCE

Mr. Pal Moun Director of Planning

Tel: 012 866 927

Mr. Sorn Vun English Lecture of AEU
Tel: 012 500 897

rulfiohifms 8 SmAGen (RS) &hr om 18 m




qggt'-'""?e‘m The National Centre of Disabled Persons (NCDP)

gﬁggﬁ%\ Information and Referral Services Program (IRS)
¢t NCDP § No. 3, Norodom Blvd., Phnom Penh, Cambodia
%, 0 P.O Box: 170. Tel: (855-23) 210 140
e ncdp irspp@online.com.kh/irs_cou nselor@online.com kh

Ms. NOUT NETCHANDA
# 7Bm. Road Batung, Sangkat Toeuk Thla, Khan Russey Keo, Phnom Penh
Tel: 016 222 600/ 012 698 717

PERSONAL INFORMATION

Sex Female

Date of Birth January 14, 1988
Place of Birth Phnom Penh
Marital Status Single

Type of Disability Myopia

WORK EXPERIENCE
Aug 2009-Jan 2010 Australian Embassy
Receptions (Casual Staff)
« Welcoming clients and guests to the Embassy
« Giving detailed information to the clients
» Sub cashier
« Assist the accountant to prepare daily, weekly and monthly cash
reports
Receiving phone calls and managing the Embassy phone system
« Managing e-mail and incoming mail
+ Preparing legal documents for authorization by the Embassy not
Arial officer
« Faxing, copying and scanning documents
« Preparing and maintaining officer equipment and stationary
« Maintaining and updating the staff attendance, the visitor records,
and managing the meeting room bookings

Nov 2008-Feb 2008 Komar Pika Foundation

Administrator (Volunteer)

« Office equipment maintenance

Controlling the team member attendance record
Managing the list of staff payroll
Making reports
Copying and printing all office document
Translate the document from English to khmer and vice versa
Coordinating internal activities of the foundation

EDUCATION :
2005- Jun 2009 Norton University, Phnom Penh s
Maijor: BA of English-TEFT (finished 4year) (B -
Certificate received / =7 § i

rulfonfms By Gnfdan (RS g1 9 18 lom NHrez oF po)




2004-2005 Endratevy High School
Major: General Knowledge
Certificate received

TRAINING COURSE

24-28 Oct 2008 Komar Pika Foundation
Course title: Communication Disabilities Organized
Certificate received

01 Jun-Sep 2006 Multi Network for Computer Center (MNC)
Course title: Typing skills, Ms. Word & Excel.
Certificate received

LANGUAGE
Language . Speaking _Listening ~ Reading | Writing __
FPogr Falr Good Excl, FPaor Fair | Good | Exci. | Poor | Fair | Geod | Excl. | Poor | Fair | Good | Excl
Khmer 7 | 7 ! e o
English v I [ v v 7
 Others | : , |

OTHER INFORMATION
Interest/Hobbies ~ Seeking to understand about Environment issues, Team working, Reading
books, newspaper and computer.

Computer Skill Computer Ms. Word, Excel, Power Point, email and Internet.
Other Skill Good communication with all sectors

REFERENCE

Mr. Keo Savon Senior Office Manager at Australian Embassy

Tel: 012 838 056

Mrs. Megan Strid  Second Secretary and Consul at Australian Embassy
Tel: 012 838 056

Mr. Sao Chetra Community Liaison Support Officer at Komar Pika Foundation
Tel: 017 595 254

AYTRIINARTE 8 GMAGEY (IRS) Gf1 o g b
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Chan Sonika | __—Y E‘jﬁigi

N¢ 83, Str. 310, Sangkat Orussey I, /

Khan 7 Makara, Phnom Penh.

Tel 012 698 717/016 00 - o ao
el 0 71 22260 |, madigeidta

30 Jul, 2010

Mr. Long Vanny

General Manager

Information and Referral Service (IRS)

#3, Norodom Blvd, Daun Penh, Phnom Penh,

j —»  HAGGHW

Dear Mr. Long Vanny
Position — P
Qualification - Q
Motivation — M
Request — R
Sincerely Yours.

Chan Sonika
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Ms. Chan Sonika

N° 85, Str. 310, Sangkat Orussey Il,
Khan 7 Makara, Phnom Penh.

Tel 012 698 717/016 222 600
E-mail: irs_counselor@ncdpcam.org

July 05" 2010

Mr. Long Vanny

General Manager

Information and Referral Services (IRS)

#3, Norodom Blvd, Daun Penh, Phnom Penh.

Dear Mr. Long Vanny,

| have read your advertisement which was announced on the bulletin board of Information and
Referral Services Program (IRS) of National Center of Disabled Persons dated 5™ July 2010 for
the position of Administrative Officer, so | would like to take the opportunity to write to apply for
the position.

As you have seen my enclosed CV, | graduated with a bachelor degree from Norton University
in 2001, majoring in Management. After graduation, | have taken several short courses in
English, administration and secretarial skills and computer processing that | believe are
important skills for the position you are recruiting.

Besides the above mentioned qualifications, | used to have seven years of work experience in
the post of Administrative Assistant at Retail Outlet (RO). For my duties, | was responsible for
Recording letters in and out, Filing documents, organizing meetings, taking minutes at various
management meetings and sending them to the relevant attendees. | have advanced Microsoft
Office skills and have used these to help produce the program's annual report. | believe | am the
one who has the skill set and the experience you're looking for.

Currently | have been looking for a position that will allow me to use the skills. | am sure, my
qualifications, experience and administrative abilities would meet your requirements.

You will find my CV and certificates attached to this letter for your reference. | look forward to
your positive reply. Thank you for your time and consideration.

Sincerely Yours,

L=

Chan Sonika

AylGtwhifieg 5 GmAdel (rS) 681 of ia b
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S0, BTIBRNISTINERTRANA
STRUCTIONS -
BNSTRUCTIONS | ETLn: Natmnal Centre of Disabled Persons
L™ H Np.d “‘_l‘hr\n et h. Cambodia. P.O Box: 170
Please answer each question "é-,,l} CD I; Tel s (55-23j215876
clearly and completely. Type | v+ g PHOTO
or print in ink. Read 4X6
7 Iy s all . i
;i”ff“. e Curriculum Vitae
irections. ; 5
APPLY NCDP IRS.........
& Family Name First Name Middle Name Maiden Name, if any
2. Date of Birth (D/M/Y) 3. Place of Birth 4. Nationality 3. Sex | 6.N2 of ID/Passport
7. Height | 8. Weight 9. Marital Status
I Single O Married O Separated O
| Widow 0O Divorced O Other a

10. - Do you have any kind of disability which could apply NCDP policy to allow you priority during the recruitment
process? YES O NO O
If "ves" please describe kind of disability,

- The National Centre of Disabled Persons might require assignment and travel to any place of the NCDP working
areas. we would like to know that what require need in order to assist you for the travelling? YES O NO O
If"yes" please describe the need.

11. Permanent Address _ 12. Present Address (if different) 13. Special Contact (if' any)
Name:
Address:
i Tel, No.
Telephone No. Telephone No. Fax No.
Fax Nao. Fax No. | E-mail:

14. Do you have any dependents? YES 0O NO O
[f the answer is "yes", give the following information:
NAME Date of birth | Relationship NAME Date of birth Relationship

|

15. Have you taken up am legal permanent status in any country other than that of your nationality? ~ YES O
If the answer is "yes", which country?

NO O
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16. Would you accept employment for less than 6 months? | 17. Have you previously submitted an application for

YES O NO O employment with NCDP? YES O NO O
[f the answer is “ves”, why? Shortly explain. [f the answer is “ves”, when you submitted and for what
position?

18. KNOWLEDGE OF LANGUAGES. What is your mother tongue?

READ WRITE SPEAK UNDERSTAND
OTHER Easily | NotEasily | Easily [ NotEasily | Fluently Not Easily | Not Easily
LANGUAGES i Fluently
|
| | i8 | | | .
19. For clerical grades only
Indicate speed in words per minute List any office machines or equipment you
can use.
Khmer English | Other languages

Typing language .
Speed of typing

20. What kind of software you can use and influence with? Please describe.

1 ol 18 b
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From: Ms. Chan Sonika

#85. St 310, Qurusey [l.

7 Maraka, Phnom Penh From: Ms. Chan Sonika

Tel: 012 698 717/ #83. St. 310, Qurusey 1.
016222 600 7 Maraka. Phnom Penh

Tel: 112 698 717/ 016 222 600

To: Information and Referral Services (IRS)
General Manager
N° 3, Norodom Blvd, Phnom Penh

To: Information and Referral Services (IRS) .
General Manager : Apply for Administrator
N? 3, Norodom Blvd. Phnom Penh

Re: Apply for Administrator
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