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a) [ am writing to apply for the job that you post on the newspaper.
FRADLERE VR ARAR b PE AR A

b) I am very pleased to introduce myself to you and wish to apply for the job that...
FARBEAEX BN AT, FA EREWE HIEIX IR -

¢) I am told that your company need an executive secretary, and I am so happy to

introduce myself to you that I...
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d) I have a good education background which provides me with a good knowledge
about the job.
T RFAEE 5, EIXA TR RARR T fi#
e) I believe that my good education and rich work experience will help me do well in
this job.
TRATE FAL 2 0 R A 20H M 5 0 AR 06 2 B AR XA A%

f) If given the chance, I promise that I will try my best to do the job, and make
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contributions to the company.

WngEpoR ], FAORUES S IPREMAF XA TAE, A "ok,
g) Through my previous jobs, I gained a lot of practical experience about...

TR ARG AR, IkAG TIRZ KT IS B 6

h) I will appreciate it if offered the opportunity of interview to discuss the information

in detail.
WRERE L NN 2, DO R 8, KA
i) Give me a chance to show myself in a direct way and you'll know that I perfectly
match your job.
THAR K EWEI A FRAIPLZ, B AR & X ML,
j) Thank you for taking me into consideration for this vacancy.
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Dear Sir/Madam,

I saw your advertisement of recruiting sales manager from China Daily. I think
that I am competent to this position. According to the advertisement, the position
requires a sales manager who must have abundant working experience. Moreover, the
sales manager should know the demand of market well and have the personality which
gets on well with other staffs. Having worked as a sales manager for the last three
years, | have confidence that I can do well in transaction and personnel management.

Furthermore I can put myself in others' view and grasp the trend of the market.
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I would appreciate your time in reading my information and if there is any
additional information you require, please let me know. I would be grateful if you give
me reply.

Enclosed please find my resume.

Regards!
Shirley
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Dear Shirley,

Thank you for your application. I believe you are a hard-won person. We have
studied your resume and considered you a qualified applicant. Will you be able to come
to our company at 10 a.m.on July 7? Hoping to get your reply as soon as possible.

Regards!
Stephen
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Dear Shirley,
Thank you for your application. With comprehensive consideration, we are very

sorry to tell you that you are not fit for this position. There is no doubt that you have

excellent working experience, but we prefer man for our position because our sales &\
. i
manager travels on business a lot. Please understand us. % -
>
Regards! %ﬁ
™
Stephen =
fE
&

SR TTH
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Dear Sir/Madam,

I have learned from the job market of your vacancy for administrative assistant. I'm
quite interested and would like to apply for the post.

I will graduate from Nanjing University in June this year, majoring in Chinese.
During the last four years, I've been studying hard and earnestly. I have passed Level-3
Computer Test and CET-6. Therefore, I am proficient in computer software and English.
In addition, as the chairman of the Students' Union, I have an open personality and I am
good at getting along with people around me. The most important thing is that I have
got excellent organizational and coordination abilities. So I'm confident that I have fully
prepared for this job.I'm looking forward to your reply.

Enclosed please find my resume.

Yours faithfully,

Vanessa
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Dear Vanessa,

We have received your resume.Your professional skills and the working
experience in the Students' Union are exactly what we expect. So we sincerely invite
you to come to our company to have an interview at two p.m. on next Tuesday.
Please take your ID and the CET-6 certificate with you. Please inform us if you
couldn't come.

Yours Sincerely,

Howard
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Dear Vanessa,

Thank you for your application.You are an excellent student from a very famous
university. But I am sorry to tell you that we prefer students from English majors for
this position. However, we will keep your resume in our talent bank. We will contact
you if we have positions that suit you in the future. Thank you again for your applying.
Hope you have a bright future!

Yours Sincerely,

Howard



