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It’s everybody’s dream to find an g
ideal job. But how? Facing the fierce ﬂ |
competition in the job market, a graduate

should get well prepared for everything
during the job hunting. Aneffective job

application letter, a satisfactory
résumeé and an appropriate interview
are the first things to pay attention to.
Now let’s prepare together!

J



“  Module 1: Job Application Letters RER{E

Objectives: :
In this module, you are expected
to learn about the format and contents of job application letters;
to write correct, appropriate and effective job application letters.

IB Task

Qiu Xiaoyun, a student of HZ Vocational and Technical College, has just come back from
the job market. There are several job advertisements which arouse her interest. After considering,
she decides to write a job application letter according to the advertisement below which offers a
position of business assistant to General Manager in Zhejiang Sunshine Cashmere Co., Ltd.
Suppose you are Qiu Xiaoyun, write a letter of application according to your own qualifications.

Zhejiang Sunshine Cashmere Co., Ltd.

Address: No 25  Kangtai Road, Huzhou, Zhejiang Province, 313000
Tel: 86-572-3177777
Fax 86—572 3177888
; E-mall hr@Sunshme com . ]
Zhe_uang Sunshme Cashmere Co Ltd., a modern cashmere garment company located in
Huzhou, Zhejlang, has the follovvmg excellent job opportunities for creative, resourceful and
energetic persons at its rapldly growmg and fully owned headquarter

Busmess assistant to General Manager (CP60299)

Requlrements

o Pleajsant'and outgoihg pefsonality;

—— Flexible mind and excellent service attitude;

— Good computer skills;

—— Good command of English, both spoken and written.
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1. Communicative Activities

You are divided into several groups and each group works as the board of directors. Discuss
the following questions.
1) What’s the purpose of writing a job application letter?

2) What is the correct form of a letter?

3) What should be a job application letter’s main points?

4) What are the requirements on the language used?

5) Are there any requirement on the length and font? If yes, what are they?

2. YourTry

Try to write the job application letter as required.




For Your Reference

1. The purpose of writing a job application letter is to sell yourse]f to the prospectlve
employer. In other words, it is to impress the reader and get the chance of i mteerew i

2. A formal letter should at least included 6 parts, that is, heading, inside addreSS salutatlon,
body, complimentary close, and mgnature Some business letters add more 1tems, such as sub_)ect
line, enclosure, postscript etc. : ‘ ' .

3. A job application letter should state the writing purpose clearly, show your best
qualification and ask for an interview. It’s better to mention your understandmg of the target
company and position. '

4, Brief, concise, emphatic, polite and approprxate etc.

5. Yes. It is best to limit the job application letter to one typed page. Avoid fonts smaller than
10 point and larger than 12 point.

(i@ Sample Analysis
299 Xuefu Road

Heading (addresser’s
Huzhou, 313000 address and date)
Zhejiang Province
May 3, 2008
Zhejiang Sunshine Cashmere Co., Ltd. Inside Address
No.288 Kangtai Road, .
Zhili town, Huzhou,
Zhejiang Province
Dear Sir or Madam, Salutation

I would like to apply for the position of business assistant to
General Manager (CP60299) at your company. And I'd like to
introduce myself to you briefly.

As you can see from the attached résumé, 1 will graduate
from HZ Vocational & Technical College next month. My
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outstanding record at school and some experience in business has
prepared me for the work you are calling for. I used to perform
several tasks in my spare time and learned a lot about how to ‘Body
manage my workload well. I have become skilful in interpersonal
communication. In addition, I am thoroughly familiar with the use
of computer, and with the Internet and E-mail as well. Having
majored in English for three years, I have a good command of oral
and written English. I believe that I am qualified for the position of
secretary in your company.

I am looking forward to a personal interview at your
convenience, if you decide to follow np on this application. Thank
you very much!

Sincerely yours, Complimentary Close
Qiu Xiaoyun Signature

Qiu Xiaoyun

. L, Enclosure
Enclosed — résumé

(iR Summary
1. The definition of 2 job application letter

A job application letter is a short and introductory business letter written for the purpose of
getting a job. In the letter, the applicant needs to identify the job or position he wants, clarify his
qualifications, and requests for an interview.

2. The format of business letters

Besides the job application letter, almost all business letters follow the following format.

1) Heading

Heading, which is also called “Letterhead”, refers to the addresser’s address and the date of
wtiting the letter. They may be positioned at the center or at the left margin of the top of the page,
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including your address, telephone number, E-mail and date, The date is usually placed two lines
below the addresser’s information. It is usually shown in the order day/month/year (English
Practice) or month/day/year (American Practice). Heading makes the reader know where and
when the letter is sent, which is very convenient to write back.

2) Inside Address

The address of the receiver, typed on the left comer of the letter one or two lines below the
writer's address and the date, is printed as it will appear on the envelope.

3} Salutation

Salutation is placed at the left margin two lines below the inside address and two lines above
the body of the letter. Generally speaking, we use “Dear + Mr.\Miss.\Ms. + surname” if we know
his or her name. Otherwise, we ofien use Dear Sir/Madam.

4) Body of letter

Body, the most important part of the letter, conveys the cenfral ideas, expresses the writer’s
suggestions, requests and wishes, It begins two lines down from the salutation. Generally, a job
application letter contains three parts: the beginning, the details and the expected response.

The first part states the purposes of writing, what the job vacancy is and the information
resource. The second part introduces the applicant’s qualification in detail and usually highlights
his or her value to the employer. The third part requests for an interview, and often tells the
applicant’s contact information, such as address, telephone number. And the appreciation is
always expressed here.

5) Complimentary close

The complimentary close is simply a polite way to end a letter. The complimentary close of
the letter should be coherent with the salutation. It appears either in the middle of the page or starts
at the left-hand margin, two lines below the closing sentence. The common examples are “Yours
faithfully/Faithfully yours”, “Yours sincerely/Sincerely yours™ and “Truly yours/Yours truly”.

6) Signature

The addresser should sign at the end of the letier, whether it is typed or not. The typed name
can be placed four lines below the complimentary close, and the handwritten one can signed
between. The formal letter without signature not only shows no respect to the reader, but also
becomes invalid.

7) Enclosure

If necessary, Ene. or Encs, is typed two lines on the left afier the signature of the addresser
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when something is sent along with the letter. Résumé, recommendation letters, or photos are

usually enclosed in job application letters.
3. The writing patterns of business letters

There are three main writing patterns in business letters: full block style, modified block
style, and indented style.

Full block Style means every type of each line, including the date, the inside address, the
subject heading or caption and the complimentary close, is typed from the left margin of letter.

Modified block style is the same as the full block form except for the date, the
complimentary close and the signature.

And indented style means the first line of each paragraph is indented more than the rest with
the inside address and the salutation playing as full block style.

with full block style and modified block style, extra white lines must be left between
paragraphs, while with indented one, extra space between paragraphs is common, but optional.

Individual Study
You are provided more letters extracted from the job application letters to learn by yourseif.
You can make comparison on the samplies according to what have been taught.

1. Full block style

23 Mayun Road
Suzhoun, Jiangsu, 215001
China

April 21, 2010

Floor 23, Xingang Building
88 Jinshan Road

Suzhou, Jiangsn, 215001
China

Dear Sirs:
Having learned that you need a few more English-Chinese interpreters and guides in view of
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the fast growing volume of tourism, I venture to submit this application for the post as'l
interpreter/guide.

1 am at present a salesman at Department Store where I have been working for nearly 6 years.

With a fairly good command of English and a sound background of modern Chinese, I believe
you will find me competent for the job if I am transferred to wotk in your Bureau.

My leadership, fully aware of my being more useful as an interpreter/guide than a salesman,
has consented to have me transferred should you find it desirable. Here with I enclose a
testimonial from the Corporation attesting to my character and abilities.

I should appreciate it if you will grant me an interview at your earliest convenience.

Thank you in anticipation.

Yours sincerely,
Ding Lin

Ding Lin

l Enclosures: My résumé and testimonial
i

2. Moadified block style

Tune 18, 2009

Trimax Co., Ltd.

1215 International Trade Building
63 Tiaoxi Road

Wenzhou, 325000

Dear Mr. Li,

RE: Sales Representative
[ am very interested in the sales representative position as advertised in Zhgjiang Daily on

Monday, June 15, 2009. Attached please find my résume.
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I have successfully completed the courses directly related to marketing during the college. In
these courses, I acquired skills in marketing, management relations, cost control and
communication. Besides, | am a detail-oriented individual and enjoy customer interaction.
These backgrounds enable me to work effectively with employees, customers and the general
public,

Additionaily, during my part-time practice as a sales assistant to the sales promotion manager
of Xiangshun Trading Company, I have been exposed to the real nature of business and have a
very extensive training in this field. With this practical experience, I have become more
interested in the marketing,

My telephone mumber is 82364997 I look forward to hearing from you.

Sincerely yours,

Miller Zhang
Miller Zhang

|| Enclosure: résumsé

3. Indented Style
June 8, 2009

Dear Sir,

Your advertisement offers a most tempting job to a young man just out of college. 1 can’t
think of any job I’d like better than consumer research for a famous organization like yours. I
look upon it as a wonderful opportunity, and here is what I can offer you in return.,

I'am 22 years of age, make a good appearance and get along exceedingly well with people.

[ have an inquisitive and analytical mind — I enjoy finding out about things — 1 have
tact and good humor-and the ability to draw people out.

Perhaps you will agree that these qualities — plus enthusiasm, persistence, and the
willingness to work hard and long — make me acceptable for the job you offer as a beginner
on your research staff.
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I specialized in advertising and merchandising at New York University, from which I
graduated in June and I have unusual letters of recommendation from my instructors in these
subjects. I should like the opportunity of showing them to you.

I enclose a card addressed to myself, in the hope you would use it to tell me when to
come for an interview. Or if you prefer calling, my telephone number is 2613458.

Sincerely yours,

Jack Sparks
Tack Sparks

Practices
1. Matching

[ Directions] Match the English words and phrases with their proper Chinese Meaning.

a. DYRESEAALT b. ERILE c. %Hh d. A e. HIE

£ T g JFEEA h, #HH i ®HEAR . BT
{ ) salesman () majorin
( ) testimonial { ) customer service representative
() qualifications () apply for the post
( ) convenience ( )be qualified for
() detail-oriented ( ) be specialized in

2. Translating

[ Directions] Here are some typical expressions and sentences which are commonty used in

the job application letters. Please translate them.

1) 1 am writing to apply for the post of salesman advertised in China Daily of May 21.

2) 1 can offer your firm a broad skill set with an emphasis on creativity and analysis.

3) Referring to my résumé, you will note that I have participated in various activities and
experiences which have helped prepare me for the customer service representative
position.

4) I would very much like to meet you to discuss career opportunities.

5) Thank you for your time and consideration.




