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Ways of Job Application
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Employment Agencies
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The Application Letter

2.1 KEREHIIEE
Functions of the Application Letter

KPYEFE B R Application Letter, XHE¥ 8T
iz k., 8IRFRZH Cover Letter,
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2.2 KRS
Features of the Application Letter

— BN SR S BEA LA T 45 4
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f, UTER L tHEREERERELRKREE
B

Once a child in my own days, I have given birth to chil-
dren at hospitals, raised children at home, and have been
trained to take care of children’s health.l know how they
feel, when they are happy, whether they are healthy, and
how to make them giggle with a big smile blossoming on
their faces. All these should make me a promising candidate
for your pediatrics resident program.
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2.3 KEENTERR
Main Contents of the Application Letter
—HEBMRPEEFLE T EEAS:
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2.4 KREEEHEIEFMN

Do’ s and Don’ ts on Application Letter Writing

HARBEBIER AT ILA:

(D)RPUG— e — T F a4 o IS E BA I 8] FIiR O
FEKATAIE, BRBE RS RARE, SHDE, KE
RIBMNFENAIL, F— K NERR— B

(2)INERAE, REBOHK . EE. MR L.
HEENHHES MR, FRARAEERRBURE. RIS
MR, BERIUH, SEEN, SR, OEAHEY
BT REFEIR

(D UWRRIEAERUY, AT LA i AR RGBS BB i, 4
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(IESRE, HAZLSHAS, BRRZ ALK, BN
Ao BIMERA TS, LUHEH A S Rx— B S
Niggo BUAZLNKY, ARARE, IERSTIALE, &
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2.5 XRREEREBES
Common Expressions for the Application Letter
2.5.1 XKBREFLHAE
Expressions for the beginnings of the application
letters

1.In reply to your advertisement in today’ s Guangzhou
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Daily, I respectfully offer my services for the situation.
FidH UTMEHR) LRAFSTE, AANRFILER, M
AL, '

2.Replying to your advertisement in today’ s issue of the
China Daily, 1 wish to apply for the position in your es-
teemed firm.
FRERAFAESH (hEHE#R) b/, MRS RS
AL

3. With reference to your advertisement in Guangzhou Daily
of March 6 for a clerk, I offer myself for the post.
MM BRY 38 6 H LT EH18M5 A AR — (B
A NG R P HALE

4.Please consider me an applicant for the position which you
advertised in Guangzhou Daily of November 8.
11 H 8 HEAFE ("MAR) & LHBAL, RES
B, HRRIIALE,

S.In reply to your advertisement in today’ s Guangzhou

Daily for an accountant, I tender my services.
FEASH O MBI EBATIRHEE 4, A AR
21—,

6.1 should like to apply for the position mentioned in your
advertisement in Guangzhou Daily of August 25.
RAF 8H 25 HEE (M B FISHEE % 514 H
DHE,

7.1 wish to apply for the position advertised in the enclosed

clipping from the Guangzhou Daily of JuneS.
RN L 6 H S H O MHER) RARBREITE, REN
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