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Unlike spoken English, written business English, especially resumes and business cards, must be perfect.
1. Use spell and grammar check on MS Word documents, not Hangul. Hangul is only 95% correct.
2. Use spell check on your email messages! 

3. The proper order for your business English name and Korean name is: ‘Christine’ Myung-Jin Lee
4. Establish an English Yahoo or Hotmail account with an English header. If your message header is in Korean westerns may delete your email as Spam mail, delay opening your email or forget to open your email. Some Korean email sites treat incoming English emails as spam. English emails may be returned as undeliverable and the foreigner gives up on contacting you.

5. Put your University Name and major on your cover sheet, not student ID.

6. Quality control: ask another friend to read your paper to find correctly spelled but misused words.

7. Double check numbers and dates for errors.

8. Double check the spelling of people and company names.

9. Spell out all key works. Often here are key business acronyms that most people don’t know like CPC is Cost Per Click (CPC). Other times there are 'Konglish' abbreviations that Native English speakers don’t know. 

10. The proper order for Work Experience is title of job, then company name, city and dates. Mention what kind of company or restaurant
11. Have business cards printed one side English, one side Korean

12. List or start having Personal Interests showing a business or language related activity, I read or ‘skim’ Forbes, Fortune or Business Week or English newspaper for 15 minutes each day. If you participate in English study clubs make sure you add University and activity. A sport activity is good as it shows a high energy level and team work. Don’t put down only social activities like singing songs or watching movies. You are seeking a job, not boyfriend nor girlfriend with a resume. 

13. Put your TOEIC and other language scores as a ratio 850/990 or level Chinese 
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3rd level, where 5 is expert. 

14. Work Skills: Mention if you have English or Korean or both MS Word skills and what proficiency level at MS Word, Excel, Power Point. Programs like Adobe editor cannot transfer form English to Korean platforms. Driver’s license, other skill licenses.
15. Capitalize all proper nouns: Korea, not korea, Kim not kim.
16. Include your Zip code

17. Don’t include any Education lower than University unless you studied overseas or at an International University in Korea
18. Use a smiling photo on resume and business cards. Standard Korean portrait photos look like unhappy jail booking photos.
19. Include ‘Honorably Discharged’ for Military service if true.

20. Include All English Business Classes under education or cover letter.

21. Include a brief email message about the purpose of your email, not hello Professor or Job wanted, ‘15 minute interview sought with Marketing Executive’. Book Report #1 first draft

22. Write your phones with Korea’s country code: 82-19-807-9024 not 019-807-9024 for cell phones and 82-2-807-9024 for land lines. Ask your University Department or job assistance center if you can use their fax number.
