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Yours faithfully. A id, XM X HNERARFEHFEARAKRKT, H
Yours &, Yours respectfully t 7] DA,

LB EER, FBK/MER, BEEE,

6. Bt AR & EX B ERTE, EEMAATF ¥
ENABPA] , N ELFEAR 4 v B g S =R ] B £ 3 3R X T AR .

RRAEHAE

BERBPEHENETEFRE RIS, W2, ZiLFFA
MREEPBBIFEESE BER, IHEERRE - TMERE RN
o —HRPBEHAA,ARETIERMG TAEERETE, KixQRE
PIFARE:

1. Ef560 B RREH RS KBRS REL BB E T
BRBAT EME, Bt FRARASEREEMEN, A
— A8 Fe AR KR DLAE A9 TAE VR R 48R o

AN R AE R AEER RHEERE, RSN
BRI GR TS . IRRIERIT, BAE VR
FE 2 3 1) 4R 88 A 0 T Fb TAE R LA U Fp 48 AL, LA %

. 2 .



FRA\REA N TAERE,

3.EHEARBRAREF =N HEFEARBRANGES KE
ESH, MR LURAR A BT, LIRT R ERRBA BB R F .
(B7E H 2 7T, AUEAR AT R R

487 AT H R S EHEE BB, REHMEEA
2 T A BT AR AL A0 T AE 4 BB GR , T HE 58 £ tH T4 A8
Xt B A TR L R, A EARTT, AR ZE

5.4 AEHERBELTHRROIE, FERXMERT, 7
22 B T VR A B 6, LS ‘B 1 PR 4 78 K SR o 99O TET IR AR B
kIR E I, AR B IRBE R R RSk
%%

6. BEEF AN HEPREMEAFREFENFE, B
B FE DL, AR AR EE B O 8 RAFHIWTE BT AT AT AR

7. W IR R ESR ARG BB, AR DA FF b
JB i e R SRR R AU £ AER S W S R A W
FE AR TR, BERUSIRER LI, #RERRE NEH
(BFRIERRARE , RITHESR —FFIR.)

KIS i

REGEHSE—-BATRASHEHORER BK, E%,%—0
i I ELA B B ARIE TR BT, PRI R o

KT HBERBER HH, RRFREILARTE B E
BRI SCEAER . TEARIN AW HE "

Beginnings (¥ B3 5 M. {iE & A2 A )
1. In answer to your advertisement in today’s newspapér for a
secretary, | wish to tender my services.
RAFTESE X x| EFISHERE &, FZARE, &
« 3§
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2. Having noticed the enclosed advertisement in this morning’
s newspaper, I wish to apply for the position referred to.
R4 H X x| &, BARAAEERBAL, &AM
F YR A MR

3. Learning from Mr. P*Q*Wang that you are lookying for a
sales manager, I should like to apply for the position.
MNERFEELBE RAFAERAB -2 LFE2H, RE
REFRMER

4. Your advertisement for a telephone operator in the newspa-
per of May 14 has interested me. I feel I can fill that posi-
tion.

RAFAAATHAEX X R EFIBHBHRIERZR &,
AT AR, AR AR IR .

5.1 would like to apply for the post of male engineer as adver-
tised in today’s newspaper.
SHXXBLEHRASABBETEAR, 4 AR M E
R,

6. I should like to apply for the position mentioned in your ad-
vertisement in the newspaper of June 7.

RAFANA LB X X RSB AR, K5 1 % oK R
o

7. In reply to your advertisement in today’ s newspaper, I re-
spectfully offer my services for the situation.

FiESHX X ERAF &, AN K I & 5 B E 2% R
i, '

8. In reply to your advertisement in today’s newspaper for an
account, I tender my services.

il



CFESH X XBERAFARBLHH &, FARFHNE
MR,

9. With reference to your advertisement in the newspaper of
March 12 for a clerk, I offer myself for the post.
FRERAFES B X X LS &, Rl & o8 R AE 5 2 5%
B,

10. Please consider me an applicant for the position which you
advertised in the newspaper of April 24.
WAZ+MHHERAREX X ESTEHEBAL, REN
ik, FHATEIE

Introducing Oneself: About Age and Experience( B &R/ 4 : %

THEBNEEK)

1.1 have had five years’ experience with a company as a sales-
man.

FANGERARHEEEHER EAFLFZA

2. For the past three years, I have been in the office of a Trad-
ing Co. ,where I have been and still am an accountant.
FEANEE—ABGARRS =F, HESTITE, RBER
Fo

3. I have been for over five years in the employ of an exporting
company.

EANEZHELFZETHORS AR,

4.1 am 25 years of age,and have had two years’ experience in
my present post, which I am leaving to better myself.
RSE2 Y, EEBIWRATIERNE, ARERE, R
B FFIRHRAL, ‘

5. Since my graduation from the school two years ago , I have
been employed in the Great Wall Hotel as a cashier.

il



PIAEHT, BER)E , ERBIRIEHEL AR,

6.1 am just leaving school,and am eighteen years of age.
AZAN18 Z , AABPRT )

7.1 am nineteen years of age ,female and have had two years ’
experience in a company.

KASFE 195, BEERXARTIEME,

8.1 am twenty years of age,and have been employed for the
last two years by the Green Trees Co. in the general clerical
work of the office.

RASF 20 %, 8 TEMKRARMSWE, HE—BXIRAR
LAE

About Personal Ability(36 F4> A#E71)

1. Being well acquainted with office works, I could make my-
self generally useful,, should there be any opportunity of your
requiring my Services.

FAX AR —BOLFEF RS MEVSARAFRRS,
A& NHE X — RS 5 Rt PR
2. I am able to take diction in Enghsh and transcrlbe them rap-
idly into Chinese.
RETEXH O REIL, R BB BR K S B 3o

3. For the past three years, | have been engaged 8 a corre-
spdndence clerk. it ; \ {373
fEdE=ER, R A— Eﬁﬁﬁﬁb"ﬁriﬁ

4.1 am a good account and have thorough kmowledgé of the

: English language.
RE—IMEBHSIHR, l:]Bﬂ?ETLXT%)‘C&ﬁﬁ%%o
5.1 have been at City Commercial College, where I have ac-

c 6 -



- quired .a knovﬂedge of English, mathematlcs and elementary
business practice,
*Aﬁﬁﬁﬁﬁ?%%i ﬁ%&ﬁﬁﬁﬂk%%o

6.At school I won a scholarship and the flrst prize in speech
_contest. 3
E&ﬂlﬁ] #ikgé'ﬂéé%’“a—*ﬁ&ﬁﬁ%%ﬁio

7.My education is as follows: A full, three year Commercial

. Course in the Y — D High School. From this school I gradu-
ated with honour in June,1985.
REEFINT : FiEm P, B ERR, lH, 1985
6 AN ERKTERHEN, REMES

8. For all the time I was in their employ , I had the sole charge
of their correspondence.
A R RS B, 24 A £ 3 @3 %t Sl 15 o

9.1 can write shorthand at the rate of 120 words per minute ,
and typewriting at 55 words in English.
EANESHID, BAWEEN 120 F, I FE 45 55
)

10. I have received a good education, and know English,

French and shorthand.

REEZRFHHE , BBIEE LB RHEIT,

About Enclosure( fff4)

1. I am enclosing my curriculum vitae together with my photo-
graph.
Fit B BAF b JBR 5 = B 3 BB o

2. A copy of my transcript is enclosed.

Fif 25 BB — 13



3.1 enclose a resume and one of my publications.
B R A7 b 18] R B A o
4. Your will find enclosed an outline of my education and busi-

ness training and copies of two letters of recommendation.
AREANNED, TEZBRSHHRE, EFR K2 EFH#
R, HE

5.Enclosed you will find a letter of recommendation from my
former teacher of English.
B BRI B _E R SR I HERE R

6. I attach schedule of my qualification and experience.

PEfRREME L RABIIR

About Salary (X FH £ FFi8)

1. The salary I should require would be ¥ 8,000 a year , plus
1% commission on all sales.
RXFHFE,BEREFHFN\TL, ANFERBENWEFZ
— M54,

2. I should require a commencing salary of 1,000 dollars a
month.
EANFBEAF—-TLEF .

3. As regards salary, I leave it to you to decide after experience
of my capacity.
XFHFE, HEREANBOBEESF,

4.1 am willing to serve on trial for some months at a small sal-

ary.
FREA, A ABUEMFHTETESA .

5. The salary I should require would be HK $ 6,000 per
month as a start.

« 8 -



B, AAFEAFATTES.

6.’However, the matter of remuneration will take care of itself,
as it always does, if other things are all right.
Ait, MREEHFGRE, FBRAME, BEMR,

7.1 should require a salary of 800 a month to begin with.
FEAFEAFHNBTESH.

8. The salary at which I should desire to commence is 1,000
dollars.
EAFHBEEF—T o

9.1 am quite willing to start with a small salary.
BFH LD, FAFARITE

10. The salary required is 900 per month, living in the house.

wEfFFBAFLET, BREES,

Ending: Request for Interview(%5 & : 3 R R )

1. Should you think favorably of my application, I would like
to have an interview.

AR AR RN EE R, BiEETHENLS,

2. If you desire an interview, I shall be most happy to call in
person,on any day at any time you may appoint.
WHRAAAR@R, <A —FHBHTHEEW B, AR
Wo

3.1 trust that you will give this application your favorable con-
sideration.

EAME, RARASEFANHFELRTHE,
4. 1 should be glad to have a personal interview and can furnish

references if desired.

AR R, MR E, MT/RIEA FABRATRE
« 9 .



5.1 wish to assure you that, if successful, I would endeavor to
' give you very satisfaction.
MFERF, BT RHA, zﬁM@RjJBR% ﬁﬁmmo
6. Should this application meet with your’ favorable - oon51de_r;
ation, I will do my utmost to justify the céxxfidefme‘ you may
' repose in me.
X, ﬁ’\_lilﬂ;ﬁ?#fg ZFA#}REXHGNEﬁ 5%
Ko
7. Should you entertain my applicatién favorable, I would spare
no trouble to acquit myself to your satisfaction.
1B 4n [y T 2K 78 75 BR T 46 A SR8 ) AR S%, A A DAHEBR 77 M
ZH , ARA R TAEUMEE, '
8. I solicit the favor of an interview,and assure you that if ap-
pointed ,I will do my best to give you satisfation.
BB TFEIRZHR, WEXA, FALBRHEE, AL
AiR%, UFEE,
9.1 assure you that if my application be successful, I will do
my very best to please you.
18 4 7 4 AR 2 , T BB ZE 3RS B LAE, A AQRIER R FL BT Ak
HRAEIRSF
10. Should you give me a trial, I will do my utmost to afford .
you every satisfaction.
mERANINE, AALRAME, UKERAAHE
Ko
11. 1 hope that you will be kind enough to consider my appli-

cation favorably.
BEBETERAANNHIFHB
12. Should you think favorably of my application, kindly grant

« 10 -



me an interview.

fn%t 4 A B RLAE B S % 18, BIEVET .
KEAMESEHI

EXAMPLES OF APPLICATION LETTERS UPON AD-
VERTISEMENT

Efl—

Gentlemen,

[ wish to apply for the position of a salesman advertised by you
in this morning’ s newspaper. I am 20 years of age and speak En-
glish, Mandarin, Cantonese and Shanghaiese. Aside from language
advantages, I am also quite acquainted with many local soap retail-
ers. If employed by your firm, I am sure that I shall be able to sell
more soap for your firm. I have business knowledge and know the
sales techniques. I know I would like my job if I am employed.

: As regards salary, I would be glad to start at HK $ 3,000 per

" month plus commission. Reference may be furnished if it is
: required.

i Yours faithfully,

v W,
ettt
Pt

L ORRE . : \ ' : '
L HiF4H x Xﬁ @%ﬁ&ﬁﬁﬁ?&%ﬁ ggrmo RHA
E 20 BEREGERIA MO S, ) RIE 5rER%g, AARE .
BEERN, NABIE LR A RE, WERAFARA,
R BERE A RATSRELERA R, RAEEA LM,
Wi B T ARas 45, s, A NBR AT N
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