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- Rosy44i cdqis@ql Gualor d% o [(Alay assudlol«l Gualor 2490l
nasi?l.

6.1 U2l (Introduction)

CURAM[ ULl (53] oldld €9 5 HAS s ¥ ey HS 200
(2lta3-2) 21 430U ARAIYR 1A UM 5RUH0 219 €. 2 dgd WY €
5 Rosyv ossuedll aidaid oled 25+ $qUMl »1d 9. dlda ixeld 10 &l
20 Asws ¥4l ay uxA [Qaid & i Rosyuell [Aoial Haqar 4 sedls
qloycl ulg 9. M1~ A il we A 9 5 GHequr+l Heusia dai-l [y
2582 [RosyMell HaUM 911 YR 2IYRd 14 €.

N

Rosyy 2 iy Ad [Rias 24 daula--asl [ala osir 516 ue 3
11520 41 Guylor awd &9, d A Ad doudul 2isel o ywsldl odar 44
9 v d SIS AssA Ue HIS ¢ld 9. RosyHd s AlRiU 2al Rilgl-
Y adls cdlvdifd 52 9. Royy ¥ s wslEoiql s oL 9. ¥ 516+l
[Al3rear sagal, axdixl - Ageid-dl 44 Hiedl AnSUA 52 9. 2 s

-

grerey MIe “R[3e7 ¢ d yealsia M1 sidy AoryHie [Q3e awiel g

N

yu1ddl <Al 92l dsidd guld €.

Al d Rosyal ol qaegail Adledl 20144l & 94l 215 Rosy4l
20196 1421 2 ofly Al Y. 21 o Yo oeidl RoyyHl AlYl Hera-]
e.

6.2 Ay (Meaning)

6.2.1 Royu ed g ?

N

Rosy a6e 2 s &% 940g 9. el 2 U’ YAl AR V4l
qrd €9, Ragy v 5304 dal@s arusidl, wesd] sl 2q@dl, slaedl
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A1 g sedls wanAlRoucns MUl Ryl udd syl »1d €.

6.2.2 sRsyay [Qas (Al.dl) »ied g ?

A\ \

sRsyaw (a1 (Curriculum Vitae) (Al.dl.) 2 dle+ ace . %+
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ol HHIHL Guylol (A&l Aal 4o €.



6.2.3  cuuidel ved g ?
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6.3  Rosyu 1 sRsyax [Qae a2l dsidda

(Difference between Resume and C.V.)
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6.4 125 Rosyw qvian #uHl woleliist

(Guidelines of writing an effective Resume)
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usl. dHly drexey a4 oAl sl d dHIL AREIAR ey dlE YL
&9 2 frerey 22 e a4l ¢rdld awell dradl HiSwl iR YA UL €.
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Rosyue 516 Hitls Gudlol 531 usicl «12fl. 4194 YAg9f] i 2yeqqlell 48
GIRL VIS @8 olrlldg Y5 €9,

6.5  Rosy#ui #uldw [Qaal (Sections to Include in Resume)

o8l 1R [Rosy ML 5eels ALzl Adl M 9. QAL €25 [RosyHul
A4 2udel dlvsl waqr [Qeudl wiHa slal A,

6.5.1 Aus wldl (Contact Details)

Rosyu4i dlell 210141 HilSdl 9dl 3 dus MilSdl w4i M, 4-1Y,
elasin (61 AHIdU Adl HI 9.

6.5.2 (G2a (Objectives)

Gea & adil Rosyyyl dlella 2eive ed 5 s aisyl [fden
slg ASA. ad su-l / e e § 53 asl ol d wauadl e Geausl
Guylor 531, a¥ su-ll / d@l HS 5 dHIlL HIS Y sl 4ol 91 d RosyHHl

galql. S18 [Aden 4 5 : Yeqdid vUgeq Hodql Hie q913.

6.5.3 dalds qausia x4 sd AgHa
(Education Qualification & Work Experience)

Geu oucul yedl “law” [Qeudl oA 54l 2iqeys . dalds
aldsiadl sHal alyaz-l qaddl B3l QA HuM @t HIUG AIR6UE
ol [32A16] wiia sl A2, ¥ dxil sIdy ay eHdi4 i[5 44
e Gl ey 53 sld dl dl ue A¥de i [Qeqosl 53 asl ol
A 2l Hldlell Arelydd uculda 530 asid. dalds aidsia vl dra ¥
AMIRL “51d g q” [QUoLA] HHIGU SAUHL 21 €9, S14 HOl] reiq
Qv gl sulqarnl 2d 9. wl AMA, dHIRL SIAY AU Sal dAHIRA
19U 20Ul A Ml AHI Jd ARALdR HIE Y MY €.

6.5.4 gaaa (Skills)

e UGl HOle] MUSH] [AeuorHl A1HE SR 211 €9, FHI 53R
2l ML SA9dl AHY Aol old] aslad]l suddizilal dMIdU SAML
211q €.

6.5.5 [lsxi / awridl wulddlxi

(Achivements / Others Information)

Rulg2l dyy aweedl ) dsl@us wuldl; Al / dcque: 4glail
2 ¥l 4ol £qlqqHl 2d 9.

6.5.6 cel (References)



“Aec” [ARUOIML 6] el 28 LSl Ml ARG $Al Hikd

9. o4l Al Aus HlSdl sulaqidi 1d 9 well AXUELAL HINELR
[aa yeoyres 52 as.

dHi?] ywila asiA.

Al : (1) dHIRl FUsl ANE YOUIHT QL.

(2) d#HiRl vl AsHA AHd 28E yuel A1d A5,

1. 14 e Yer urell 5] 5 5 Gu e [Qeqonyiel sl
[Acior sa 211 Held ysal.

- Assistant Librarian (2009 to 2018)
- BAOU University

- 10 Years

- Good Communication Skill

- Responsibility for Cataloguing

- Web designing

- Digitizaion

- Fluent in English

- BLIS, MLIS

6.6  Rosyx, ouulder 27 Al dl. i 441l

(Sample of Resume, Bio-data and CV)

Rosys, oudlsel A4y Al dl. -l 2yl Aol Aol eqldalH] Hicdl
i HHLGL €.

S
R

PUBLIC LIBRARIAN SAMPLE RESUME

7844, Meal Street, New York, NY 77654
(212)322-3356

wayncburch@gmail.com

Public Librarian with over 6 yearn of experience in efficiently
running public library services and facilities with unmatched zeal

Rosy# 1 euaider duin
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PROFESSIONAL EXPERIENCE

NEW YORK PUBLIC LIBRARY

New York, N

Public Librarian September

2008 Preset

Support independent research and learning by members of the
public using library’ facilities.

Improve accessibility to library facilities after considering

input from library users.

Design innovative library programs that increase timeliness
and current nature of the library collection as well as
significantly decreasing book delinquency,

Become an integral supporting team contributor in all aspects

of excellent serv ice provision within the library.

Perform routine indexing of video records and incoming photo
stills for use in the library and thus improve their functionality
and ease of access

BUFFALO LIBRARY Buffalo, N

Assistant Librarian August 2006 -

September, 2006

» Supervised the checking in and out of books in the library

* Managed a print collection of over one million publications and

selected, purchased, and organized reference books and periodicals

from time to time.

* Assisted in the recruitment, training, and interv iewing of new library

staff members and carefully monitored their subsequent

performance on the job.

 Strove to maintain departmental energy, spirit, focus, and productivity

through multiple challenges and unavoidable issues

I



EDUCATION
WASHINGTON UNIVERSITY Saint Louis, M

Master of Science Degree in Library Science, June 2006

* Graduated Summa Cum l.aude

UNVERSSITY OF CHICAGO Chicago, 1

Bachelor of Science Degree in Library % Science, June 2004
* Graduated Cum I aude

 (Captain of soccer team

ADDITIONAL, SKILLS

* Adept at handling large database structures with Ms Access and other
software.

 Great organizational skills.

Librarian CV fern plate

. Teaching new employees about their basic duties and
responsibilities
. Holding meetings with other librarians in the county to discuss

issues such as finances and community campaigns

Dec. 2012-Mar 2013 Librarian Greenfield Library
Main duties performed
. Constructing and running community campaigns (e.g. a raffle to

raise money for a cancer charity)

. Running basic literacy classes weekly for the community

. Running basic computer literacy classes weekly for the
community

. Providing support and any resources needed for students

. Guiding people on how to utilise the new electronic check-out
machines in the library

. Jointly running the Summer Reading Challenge with another
colleague

. Guiding people on where to find resources such as government

leaflets on taxes and benefits

Rosyw 211 onaider quiv
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. Chiefly responsible for a Stop Smoking Campaign, which was well
received by the community

. Continually cataloguing, labelling and adding new books, CDs and
DVDs to the library system—both physically and electronically

June 2012 - Dec 2012 Library Assistant Oldham Library

Qualifications
. HAB Level 2 Certificate in Hospitality Customer Service,
. Taking part and succeeding in the several workshops run by the

library annually (e.g. Computer Literacy, Basic Literacy™)

Skills
* Excellent Communication and Interpersonal Skills
* Excellent computer literacy-which is required in this newly

electronic era of libraries

* Highly familiar with the duties and responsibilities of a librarian
due to previous experience, which means I only need limited
guidance in my new role S Excellent Customer-Service Skills

Hobbies and interests

As with most librarians, my hobbies involve, first and foremost, reading
books. I am also a novice writer of poetry, and often participate in the
group poetry readings in my local cafe every week. I also enjoy spending
time with my family and friends on weekends.

References

* Ms Enrih Gilbert

Area Manager, Greenfield Library-

Address: 13 Folkestone Rd,
Windmill, TA19 8YH
Tel : 0223 345 5674

Email: emilvHffhotmail.co.uk
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* Mr Andrew Osborne

HR Officer. Oldham Council
Address: 54 Hull Road, Oldham, OA3 6 WP

Tel: 0030 1335 9999

Email: andrew-osbome Slive co.uk

Name
Father’s Name
Date of Birth
Height
Complexation
Qualification

Gotra
Sashan

Brothers

Sister

Chacha

Mama

Address

Contact Number
Nepal Address

Contact Number

%

BIO-DATA

: Sangita Kaushik

: Sir Santosh Kaushik
: 07-10-1984

: 5"

: Fair

: LA.

: Kaushik
: ye "Lata" #i "Indoria" €€l "mamdolia"

: 1 Younger Brother & 2 Elder Brothers

: 1 Sister

: (1) Shree Kishor Kaushik (Gurubazar, Katihar)

(2) Shree Shrinarayan Kaushik (Raigunj WB)

: (1) Shree Prem Shankar Sharma (Begusarai)

(2) Shree Gopal Sharma (Banaras)

: Saritosh Kaushik, Anand kaushik Gurubazar,

Katihar

: Phone: 06457/26504S, M0.9430050132
: Santosh Kaushik, Sanihat, Biratnagar, Nepal

: Mo. +9779804317445 / 9842280662

*
gy
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GuRlsd ¥ uAlHl Ao uHsl- [Qoaa s Ad Aal 44 &9 :

Gelgewl ddls,

. Your Full Name

. Street Address

. City State and Zip code

. Phone Number and Email Address

. Career objective

. What you want to do that will add value to your employer.
. Work experience

. Job title and Company Name

. Duration of employment

. Achievements during this period

. Educational qualifications

. Course and Name of Institution last attended

. City and Year of Completion

. Achievements during this period

. Activities/Interests

. Community service, hobbies, interests etc. For example: Travel

. Other skills

. Mention languages known, computer proficiency or other
special useful skills.

. References Mention only if required by employer.

xRl wila asiA

A4 2 1. dHIRL YU HYE WU Q.

2. dAHIRL YU ASH U Hd 2L TG 119 ASIAL.

w4 2ude vuell yourni a il wlod Hilddl vl

Your Full Name :

Street Address :

City State: Zip code :

Phone Number :

I€



Email Address :

Career objective :

What you want to do that will add value to your employer :

Work experience :

Job Title :

Duration of employment :

Achievements during this period :

Education qualifications :

Course :

Name of Institution lase attended :

City Year of completion :

Achievements during this period :

Activities/Interests : :

Community service, hobbies, interests etc. :

Other skills : :

Mention languages known, computer proficiency or other special
useful skills :

References Mention only if required by employer :

Rosyw 21 oyaider quiv
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6.7 [:?o;yu auiqr Wi [$aiugii Gualol (Use verbs to write a Resume)

el e Baivel 2l 9 ¥ aHil RosyyHl g4l 530 as 9. a4
AMIRL RosyMHl “wqleiel”, “5:90 Al 97 e “s1M Yy AHIY
oyl AHa sal sl [Baued] 2 uogld 341 dd eiedar d ol
sedls (AUl 2l el €9,

1. Championed (4#4l4-1)

A\ b

Rosyysi “Held” (8es) 21ed 3 “dlony €97 At ¢gd “ Championed
(A=) Baruel Gualor s2ql. AN [Baiue 21 4%6d dill ey
Glofl 52 €9 e dd Ascdl] qdid ogd “dl sdl 2 oldld €.

2. Instructed (-il)

Rosy4i “Talked to (qld 52 €9)” d-it ¢i6d Intructed (-1 2114l
[Baruenl Gualol s:1. YAl [FHYE oldld 9 5 a¥ [AUd 9] e sy
LRulgia s2ar w2 [Qau-la el.

3. Exceeded (q4t?l)

Rogsi “Did () gt “met (4ea1)” deit ¢1ed “Exceeded (q&u2l)”
[Barue-l Guylol s21. quRl [Baiue 2 oidid & 5 di dedld Yo 5140
el AYTH 514 $AUHL Aesdl 14,

4. Accomplished (uRys)

Roguui “Responsible for (412 q161812)” dil ¢1ed “Accomplished
(el $20)7 Barue-l Guulor s, ol s Baus 2 yolal s Aqsadi-l
wgeyld 20U 9. A oldld &9 5 d¥d 51 g HiC $5a wdlgouR -l ulg
a4 guqdiyds d-d yel sy.

5. Improved (Ya4)

Rog+i “Duties included (5291 i) d-it gd “Improved (Y43et)”

N

[Barue-l Guylol 521, 4R [3d1ue 2 oaid & 5 a¥ sl Ulyse adl

) A\ ) )

st s1adl dly 9 ded dHIR quiR Al olrdl 9 A dy 4ed d4Rl el.
6. Conceptualized (s¢u-uslla)

Rogy#4i “Came up with (118 fieu1)” d-it s1gd “Conceptualized
(swaledeudns)” “seuaualla” Farueql Guulor 5. seu-udld 21 [Fyiue
qy AqAlAS R Y 9 i odld 9 5 ad ULl YeicHs Id sl
[Qx1R 2aql Gulew ofiddl IS A&H sdl.

7. Maximized (dsn#)

Rosy#4i “Increased (q&uRl)”’ 61gd “Maximized (M) (Barygsl



Gualor 521, HeuH [Falue 2 oldid 9 5 aH 5655 Gy oy &9 5 58
yddg s4l [Q ¢lg as 6.

8. Directed ([Rglla)

Rowy4i “ Supervised (R[&a)” d- vgd “Directed ([FET1a)”
Gavel Guylol 5. [RERIa [Baiue 2 oidid &9 3 d¥ §5a 2=yl gvv
¥ sl 53, uig a¥ [eur - dA UELd 53] 9.

9. Upgraded (21u3s)
Rogy+i “Worked On (d«it 42 st $§)” < oed : “Upgraded

(2149ls)” Barugql Gualor $. 2uds add Bausl o 2 & 3 a4
200l 2R U 585 1M sld YR dlY & e ulRounHl yuiRl s4l 6.

10. Collaborated (asuio)

Rosyy4i Rosysui “ Spoke (2uls) elaq” d«ii «igd “Collaborated
(ealollar)” Bawuel Gualor 5. dsqllidl Baue 2 siaud & 3 4
213 Ad 514 520 A YA ASHR YL A dAMIRL S14H0 24 59] A
AHE 59 d wsl el

(Bl [Faiyel At a#irl woeld [[ssyel] 21545 s ad ¥ U514,
i AHIRL RosyHed 2515 old] usiy.

Accelerated Discovered Expedited Mastered Reduced
Achieved Doubled Founded Originated Spearteaded
Attaided Earned Improved Overcame Strengthened
Completed Eliminated Increased Overghauled Transtormed
Convinced Expanded Launched Pioneered Upgraded

GuRlsa [Baruel Guylor 530 dHil [RosyMd 21515 oi-ildl.

6.8  Rosyuui seals uceld cinal A

(Words to avoid in resume)

1. Rasy#i 48] (Abbrevisions) 96El 214 251 96€l (acronyms) 3 %
AoELUL 2IEUERIA] oidcl Aogell Guylol 2ladl A S,

2. Rosyyl did] suadl e 2 ™anll Alea A1l 9. ¥4l Alsctold
adquy vl 3 ¢ (), 41 Me), wa My) aoelql Gualor aaal
A,

Rosy# 1 euaider quin
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3. Rosyuui ~s12uc4s A8l ¥al 5 “4uss (Arrested)”, “se1o1%+15
(Boring)”, “s12des (Fired)” -1 “@u (Hate)”=l Gualo a4l
A,

6.9 2% (Summary)

21 YLKl yQl AL Ry avial 4R qul Hetd A &9, d¥ LKl
54l Ad wel usl v d 2y Ad ad ucua wsl usl ol d dlval. add Rxy4
aviql Hie 54l UsiAl Hl8dl 331 &9 2 5¢ Ulddllwl wM1du RosyHHi 524l
A ug lval e e d1d Rosyyn yel wel (Ao ésa Muldlq sdl 2ld
olsadl d s elva.

6.10 Oigl?lééq Y] (Multiple Choise Questions)

1. Your resume is a tool with one specific purpose
A. To get a job.

To win an interview.

To discuss salary.

To

O 0w

2. Which of the following should NOT be part of a resume?

Religious affiliation
Employment history

Contact information

o 0w >

Education

3. Which of the following is NOT a resume format?

A Chronological
B. Portfolio
C. Functional
D. Combination
4, The format lists your work history with dates, with

your most recent employer and job title listed first.
A Functional

B. Combination
O



10.

C. Chronological
D. Portfolio

Which of the following is the safest email address style to
use on your resume?

A .lovin ladies 123@emailprovider.com
B .j smith@emailprovider.com

C .partyal Ithetime@emai Iprovoder.com
D .None of these

Which of the following resume components is where you
should state your career goal?

A Profile
B. Objective

C. Summary

For a resume in the functional format, you must still include
dates of employment.

A. True
B. False

When you are including past job titles in your Employment
History section, you should make sure they are general enough
to be understood by anyone who may read your resume.

A. True
B. False

In the Education section, you should list all of your college
courses by name.

A. True
B. False

In which section would you most likely include your bilingual
skills?

A. Education

Rosyw 21 oyaider quiv
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B. Contact Information
C. Employment History
D. Additional Information

6.11

a#1d] yould asiai-u Grixl (Answer the Self Check Exercises)

(»1) 24 yd~t 53]

(o1) 2q¥ e~ 53]

(s) 1.
2.

To win an interview
Religious affiliation
Portfolio

Chronological
j_smith@emailprovider.com
Objectives

False

True

False

10. Additional Information

6.12
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