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NBBEET2E, B BiF” MEXHNS, WATERIFMERNEBRIENER,
ME &S iR,

VARS8 HE

BYENDPE—R,BEEAER. NI, BEESHEFH0EN, B
ZEREEERENERAXBS,

F—MBVEB FHRE—M , MBI SLBIGE, 1§ " 0% ERB RS2
BEA—ITZEH"BNXED Block Style, B 2MNRERTL T o

V RREGENFE R

BV ASENNPNERANRE, B, PN EEBIFRNEN SN —
PR TS KHRER A HBEN 2 REMS,

R —+—HLeVSHE , BiFRUH N ARE+ DR R iTENBIENIFIRGE
REERAIGY, REEHENEPNRIERENME. Bit, YRAESHHIA
BEVASHIES TS RRAREFI BN, BTSSR ANTM.

VEFHIHESBTLER
XV, BFOHRNRS AT RNER %, BF BIHEs
RTRELT B, ERFNIIRAR , TSRS TR T2,
BRGNS ENENSE, T8, —BERHETS, RREEHE
MT . BT, AR 2H, —EESMINER ARSI 1T,
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RNBFHHNRHTURZ R BENEART N SR, B AT
EREBVX—RNEXBERA—H. T8, RINEZTUSREDEDE
ANPGRS EB T

VEREHE/ B FHitHaVER S
SRR /BFHEN , WIRE—TEAEETEERE,
1. F3L884) Opening  HIRSXIIE6VEIN.
2. L51H7) Action BREIREHAS = MEIEHBRIRE,
3. ZEY Closing  —HBESESEHAS,— S HREHENHEHSAE.

ViE Bl

Dear Michel Chen,

We received your application for the position of marketing manager on June
10. Unfortunately, your qualifications do no match our needs at this time.
(opening)

We will keep your resume on file. If a position that is suitable for your qualifi-
cations in the future, we will contact you. (Action) ‘

We appreciate your interest in WebContents and wish you every success in
your career. (Closing)

WebContents

Michel Chen
BRADT 6 B 10 QWA EHELENAN, RER, TARTERAT
WWRAERNER, (FK] |
TRBHRATISBMRE , SBEEESITNIRS, DS, (BiE)
FXigI N B8 WebContents, BB IRA [BRE)

WebContents
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VRN PBENEFER

7%, BITAURBNRIBENER R BNBEESOER, AL, EY
BFHH D, BB AZD5EH Y Block Style 2o
1. FHEANBEER

ST, BESFEANE FHSES K E R OMFREFN 8
B, —BEFEED, WS B FBH-ER. ML FENRRSNEHHEA
BNEH,

EBETTARN, B, 1S3 il 85 SIHSHEAESNHBGIR—
HFEEBHeIERE. AN, BIEE/PER, KIRTEASNRROFEBRL
BE.

£ FHHNEHRRITEY RO IRRE, BFHHRESEINTE
B, A, ¥OWENBRRSER, AXXNBCI SNPNNPERSS
BEEIRNRR, FBL NZES TEER )V ERNEYE.

ViE Bl

?job‘secre}qsrial posetion - Microsoft Word

THE RRE ARQ JAD BAQ RO REG) ZO® FHE ] x|
xR a8l T Q@ 10w - P T EX - Fit +E8 . B7 EBRIEEE®EA-?
s 2 ————— ~rER—-Z'8-%-0- M N 7.

- OB Qx| WG - M\ lorumenrs and Zerrings\Adninistrator\ ®E\ jobsecreras: «

BEERFE oW v 0 @EE
mfA: fl»;’.i:.:'!:.em‘!;iz;».;-.n

@i [
£H: [ic
& B EEEEEE R P PR N
| - Dear Ms. Colin
I | read of a job opening for a secretarial position on the WebContents website
| have been an executive secretary for three years | type over 80 wpm, and |
also trained other secretaries how to use word processing and accounting soft
| ware. | am looking for a challenging work environment like that at WebContents
| enclose my resume and will call you next Monday to discuss it
| look forward to talking with you soon
|
| -
' N
} Sincerely yours, al
Mark Anderson O
sfals|3] [2f
28E- 4 ¢ AaREBQ - TOCEEH4R >-2-A-===0 W
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2. K ARNEER

B BREENATRER. S0l , WIS ABER Ms. B8R, XER
EENH M EREAEBRER B9 ENRAE, BIROSRE R
R, WRRERBE, KNRAE, BS LIRS SR, R EERRUTI M
SHEF—1T.

BAL,“—HEEE—HE" NEYBENR. BA—HEPS T RN
CEENE, JESBNREMTFHEBEREHRS. IEREBR BN
DS, B (EEREFHHARSR, —EBIH RS B ERERECH
B8,

ErERGRID, —F Sk BERRA “BNRRNAINWBIRS", AL,
SETEAT D T BSEFER (Subject: ) P,

3. BIfNEE

B PEEEESRN, BEKRNASECZENXRARER, Q0 Dear
Ms. Colin SXIPRLERMEENRRIT, B ¥ AT FEUME. KE, T8, —BXARS
P25, MEEMS, A RRENIHRFTL, SREFERIRMEN, |
2, ORI URRES BRI SZA TR THNE, T USH Hi Colin!

4. FLEE

BEYPED, REENIYEFLE—9E, WIEBHRIEECEXHE
NEN. SRTHDNE—DREBHTA T MR B BRI B &, %
BHESE _OhEBHRE T ANED, HESHRNTTIF. E=OUSERE
NTERECHBHR, FEE-SERE 0, AN ED, ERREE
CHNENERSEN.

5. EB8VEE
WEPYBEDPE EEAR L "SE5E, B BEPRERNEE.
BIEHD, WEWTHEXRFRERBRRERBEE. ESRTH

R,(RN E5E, —REBEEHBIHEN LEE.
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MEBR+DE BNER, DRMNASDHTVORE—HE, ATUS B
tHo REMBEITFBMR, EHTRBRBHK N T IEARRZ S EHEMLE, 7Lt
RN RESS R

VESEZ T BNRBNES

B TR ITENAS | FHRETE T I B BB SRR, HENAS
SR, BB EHNMDEMET EHLR 4 OB, G, 0F
BBIFRR A IREYA GOBB - MY IASZEEY R EITT . TS R RS
S, HRERSERELAD RIS, IVEIF S RSB S S PaBN R
RAS, RILHRERETHNSHERBEMIT— R WIEH, TR
FITTEBHE

V REEE S A EEF it

NE LEENESBEERDBRENERE, RERMNBANBSFHEEUE,
BEWERFAXERRREE LB IREN SERM]. BFHH0LS
MENTENBEEXRR, ENCRETECHISZNRN. A, FER St
B ML SIRE=8. JUNBIFSRRBBENMESERIENREE
AHEHETRENE

ViEEERN

RN, BRHFER B AEREKS AL, XLENTERESCHT
ABH, URFBLEE=EBEMNEHTNETN. BINBIBNIZEREH, 5/
BIAREBENHF .

V R ERMETTER A S
—EMMTENAS, RERNRR, SNANRARSHET L, RES
PASERDINGE FRHRNEBE! 1 T BEERIRIE, FFUBS
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BERSED.

BF e EINEIE
1. BFepreIER
BB FHHNB N DFES, UL, BTV TEPBRNARBR TR,

E2EREpA e

E = Angela Wang

&8 S hE < Angela. wang@ abc. com>

aESYNI= R ichils AngelaWang <Angela. wang@ abc.
com >

R 18 Sales Manager, Marketing Division

ML EBIE R E Team M2, Inc. 3F., No.200, Sec.

2, Jhongshan Rd., Jhonghe City,
Taipei County 235
Phone: +886 -2 -23511500 Fax: +886 -2 —-23511555

2. E2NGE

BF M PEHSEBSNINEE, RitESE2 ¥ gBE, Tit, BIIRMEEE
BE5E, DN BB ZRAY Outlook Express B3EA.

1. & Outlook Express 8 ,RGE L EYIEERE,

2. MANBEUIE NG IR,

3. ROMBAN, fERREBNFTRP, HARERILIIANS, RGE OK
25, XEEO,

4. BISEM B SEBERE S,
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(Chapter 1 F3(i F S ROEREZAIR

MR —| {5 B B R

O ENER ST E GBI

ERERTNBMENERHERERNPE. RAit, BRATFEEIF
NEXRE. SN, Bl 2ORNEREE, R iR E e amEam
BEHR. MERICRMNERIE DT, 3§ | am, you are, he is BS
A% I'm, you're, he's HARE%,

ERRRRIISBEERGRENT, BX F#RESBENDSH%
RIT. XEBRNED, AEYTFER, hFEEmE,

RAZER T ABNRENE, HEREBESHFMENRSHRD, 85
FRFEATNRIRTSE, BRTKONESDERREASTENE, Bs
DEARDENEER, LRRNSE (CERER), WISSHES.
(short & precise)  EBUAR I (convincing) FIX RIANBEE (eloguent) &Y
&,

OB T ERIKTTANVILRE

ARNEFALNRTHRRBLRE, AESIHE. BMBSSBNE
, INECHEIEETE, TUMBE  FZHRMURASHELNSRER
PEXRGBENEBERRAS R, RAMUFBE RN FENINEABH.

SRE0, REWLANTSHIIZEBH—R. 39, MERB | H We
HEE3AZ, AT BLZIER, BS | BELL It 3K You ALSIE . &
%0 : I've mailed the information, and it will take a few days to reach you. O]
AKX You will receive the information within a few days.

B fl
1. {SB&8: | would very much appreciate your cooperation.
#3844 Thank you for your cooperation.
RS,

2. {56 | wonder if you could kindly send us more detailed information
regarding this function.
Bl . Please send us more details about this function.

RTWRED, BEET - LB ERNRRNER.
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