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)) Step 2 Practical Sentences

1. | am very interested in your company, and your »

corporate culture attracts me a lot. Therefore, |
have searched for some information about your
company.

BURATHERECGER, SRATNAIERERS]
®, EHEETEAR, UERFTREAT

. | have a master’s degree in business admini-

stration. After graduating from university, |
worked in sales for many large firms and
achieved good performance ‘
FEEAWERERIIER, KRS, BE

FEABRATNEHEUE T, FEGKFNL
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. | hope you can give me a chance for a face-to- |

face talk.

HHEECREEIXETAN =

. Thank you in advance for your help.

SCEE SR REEN -

. | think | am very suitable for your company. |

hope you can provide me with an employment |

opportunity.
EaSECIFRES R AR 2R EImilaY
m% ]

SEE SRl Bn IR

piadey)

. | am looking forward to working with you to |

discuss design issues as well as my career '
planning. | hope you will give me the chance to =

have an interview.

R SETIO X TR S EONE, URNES |

ELAEERYILY . HEERESTHE XENRAW=
. | am skilled in communication and good at

leading and market analysis. You can see the

specific information on my resume.
KESRENQERED. NEEHUIETHOITEE
1. BEFERelLAERERRShTEE .
. | know much in this area, and | have also
participated in many small and medium-sized
corporate forums and a variety of related

competitions and have received many awards.
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9. | also worked as a manager of the customer

service department in other companies, so |

have some ideas to share with you.

FAERN X EMEIBEE B IREPEIEHVERAL, FRLAIRE

LR R BIRIEDE

10. | am looking forward to your reply. | hope | can

get a job interview. If it is convenient for you,
please contact me. My phone number is 2323-
5172.
BIFREFENESE . FFEILUERS— 1 mEiHY
=, MREHERE, BOHER .. BHUBIER
2323=-54125

)) Step 3 Examples

[Example 1 |

[3ealr Mr." Chen,

| am a graduate student at Peking University. |
am majoring in corporate management. | am very
interested in your company, and your corporate
culture attracts me a lot. Therefore, | have
searched for information about your company. |
am going to graduate soon and would like to ask if
your company has any vacancies. | really hope to

e
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work for your company.

My research at university is mainly about the
operation and management of small and medium-
sized companies. | have participated in many small
and medium-sized corporate forums and have
competed in a variety of related competitions, and |
have received many awards.

| had a short-term summer internship in your
company. During the internship, | accumulated
a lot of experience and knowledge. | think | am
very suitable for your company and hope you can
provide me with an employment opportunity.

| am looking forward to your reply and hope to get
a job interview. If it is convenient for you, please
contact me. My phone number is 2829-4521.

Yours sincerely,

George Huang
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HAERBFENERE, HFEFErLERE— 1 il
HIE . BRAILARYIE, BEAAE . HAVE15E2829-
4521 .

HEHY,
fra-#| EL

Dear George,

I al!'n very happy to have received your letter. Thank
yof%l for the attention you have paid to our company.
We hope to invite people like you to our company.
We currently have a position open as human
resources supervisor. Please come to our office at
9 a.m. next Wednesday for an interview. | "hope to
see you then.

Best wishes,
Henry Chen



