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Date: Tues, 15 May 2007 19:52:59-0700
From: Kevin Brown [kbrown@yahoo.com.au |
Subject: New Business Sales Manager (Ref No 01/3439)

To: tom.hent@marriott.com.

Dear Mr. Hent,

I read with interest your advertisement seeking a New Business Sales
Manager, as I believe my solid sales background, experience, as well as my
success with management and client service, make me an ideal candidate for this
position in your company.

Throughout my extensive career, 1 have proven my motivation, sales
expertise, management and operational skills. For example, during my time as

regional sales manager for my current company, I have been leading a sales team
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of 8 people to gain achievements, which include:

* Increased unit sales from $2 million annually to more than $10 million yearly;
% Boosted backlog from $1.5 million in 2004 to $3+ million in 2007;

* Developed key sales material in 12 different countries including Australia.

My master’s degree and overseas experience bolster my qualifications. I am

recognized for my energy, agility, and quick thinking/action, as well as for

focusing on maintaining an outstanding team emphasizing customer service.

I know I can be a key player on your team, and 1 would like the chance to

prove that to you in an interview. I look forward to meeting with you and bringing

my talent to your company. Thank you for your time and consideration.

Yours sincerely,

Kevin Brown

achievement n.
agility [9'dzilati ] n.
backlog [ 'beeklog ] n.
bolster [ 'boulsto ] v.

career [ka'rio] n.
client ['klaiont ] .
consideration n.

expertise [ ekspor'tiiz] n.
extensive [iks'tensiv] a
focus [ 'foukas] v.
ideal [ai'dial ] a.
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Date: Mon, 21 Apr 2008 11:32:12
From: Robert Edwards [roedwards@yahoo.com.au ]
Subject: Programmer (Job No. P378)

To: janetsmith@telstra.com

Dear Ms. Smith,

I am applying for Job No. P378, which caught my eye while scanning job
databases on the Internet. I answered this ad because I would like to work in a
development atmosphere, where I can apply my innovation and creativity to
advancing firm’s profitability. 1 also plan to relocate to the Sydney area within
the next month.

I graduated from University of Queensland. My analytical ability and
creativity could contribute much to the development process in your company. I
have used those skills successfully in my studies and achieved extraordinary
achievements in various aspects of engineering disciplines®, from data structures
and operations research to marketing and human resources management.

My main programming languages are C, C++ and UNIX Shell. My solid
programming fundamentals and learning abilities enable me to grasp new
programming languages and environments very quickly. I also can contribute to
additional business aspects related to a new-product development because of my
extensive work experience.

I will arrive in the Sydney on May 18, and I would be very happy to meet
you and discuss your open positions. If you wish to communicate with me, please
contact me by e-mail.

I look forward to hearing from you.

Sincerely,

Robert Edwards
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__Words & Expressions J

achieve [9't[iiv]
additional [9'difanl]
advance [od'vains ]
analytical [,zna'litik] ]
annually ['anjuali ]

boost [buist ]

candidate ['kaendidot |
communicate [ka'mjuinikeit |
contact [ kon'taekt |
contribute [kon'tribjut ]
creativity [ krizei'tivoti |
discipline [ 'disiplin ]
extraordinary [ik'stroidnri ]
fundamental [,fAndo'mentl ]
innovation [,ind'veifn |
outstanding [ 'autstedin |
profitability [,profita'bilati |
programme [ 'prougraem ]
scan [sken ]

solid ['solid ]

structure [ 'strakt[a ]

various ['vearios |

a.

a.
ad.
v.
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