PRACTICAL ENGLISH FOR JOB-HUNTING
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I. WRITING OF BUSI-
NESS LETTERS

1. The Elements of
Business Letters
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1.1 Letterhead 12k
1.2 Inside Address &
1.3 Salutation &

#of
1.4 Body | JiE ST
1.5 Complimentary | R BB
Close |

1.6 Signature Block |
1.7 Enclosure |

2. The Layout of Busi- 8 W&BEMIERE
ness Letters
21 Indented Style o ‘HitX
2.2 Blocked Style 10 #F %X
2.3 Modified Style 11 5 E X

3. Addressing an 13 £#HHNSE
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Il. LETTERS OF JOB-
APPLICATION

1. Essentials of
Application Letters

1.1 Uses and Contents
1.2 Main Points in

Writing
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Application Letters |

2. Useful Expressions }
and Sentences in |

2.1 Beginnings for

Advertisements

2.2 Introducing Oneself: *®
About Speciality,

Experience and Ability
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2.3 About Enclosure s
2.4 About Salary

2.5 Reasons for

Leaving
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2.6 Ending: Request

for Interview
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3. Practical Samples of REESELH
Application Letters
3.1 Application for Job 88 =4 % 87

upon Graduation ==

3.2 Application for a 's8 k% & 87
New Job in Order
to Leave the
Present Position
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1.Essentials of BEEEES
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1.1 Definition and Uses BRAREAEAE
of Résumé

12 Basic Elements 78 % k% #

1.3 Main Points in BAisit S

Designing Résumé

2. Useful Expressions sz MEPHEAEQ
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2.1 About Job Objective 82 * TKEHIF
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2.3 About Qualifications

2.4 About Work
Experience
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2.5 About Honors or o; £ THEEEAR
Awards

3. Practical Examples 93 WA S{ELH
of Résumé

IV. LETTERS OF
RECOMMENDATION
AND OTHER FORMS

OF LETTERS RELATED

TO JOB-HUNTING
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Letters of
Recommendation

1.1 Definition and Main 127 #A25 I EHNE
Contents
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1.2 Classification of 127 g H1z 4 %
Letters of
Recommendation

1.3 Points for Attention 128 ;z & ¥4




2. Useful Expressions
and Sentences in
Letters of
Recommendation

2.1 Expressing Support

2.2 Commenting on the
Applicant

2.3 The Ending:
Restating the Support

3. Practical Examples

of Letters of
Recommendation ©

3.1 References

3.2 Testimonial

4. Other Forms of
Letters Related to
Job-Hunting

4.1 Follow-up Letters
4.2 Letters of Request
4.3 Replies to Job
Applicants

4.4 Letters of
Resignation
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4.5 Termination of
Services

4.6 Replies to Job
Offers

4.7 Certificate of
Employment

4.8 Employment
Contract

4.9 Useful Expressions
and Sentences

V. JOB-APPLICATION
ON THE INTERNET

1. Introduction

2. How to Apply for
a Job on the
Internet

3. E-mail Writing
3.1 Basic Elements

3.2 Writing of E-mails
on Job-Application

4, Practical Examples
of E-mails on
Job-Application
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VI. JOB INTERVIEW

1. A Brief Introduction
2. General Questions

2.1 Personal Data @8
2.2 Education &

2.3 Part-time Jobs
2.4 Work Experience
2.5 Achievements

2.6 Interests and
Hobbies

2.7 Reasons for
Changing Your Job

2.8 Character and
Personality

2.9 Reasons for
Application

2.10 Applications to
Other Companies
2.11 Questions about
the Company

2.12 Plans After
Entering the Company

2.13 Language Abilities

2.14 Technical
Qualifications
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2.15 Ending the R &R
interview
3. Job-Interview in X B2 oy 3% 5L
Actual Situations
3.1 English Secretary ELAHP
3.2 Sales Trainee HEEL4
3.3 Salesperson 4R
3.4 Tourist Guide 318 5
3.5 English Editor 316 3% 3 % 4%
3.6 Stewardess T g
3.7 Accountant &+ 0p
3.8 Computer W, B A2 AR i R

Programmer
3.9 Legal Adviser 338 & iEFi9)

Vil. APPENDICES

1. Translation of

Academic Degrees

2. Transilation of

Educational Institutions = =

3. Translation of %63 R RZIREF

Departments

4. Translation of Spe- 368 T FRZFMRIF
cialities and Subjects

5. Translation of 390 HEQJ ZFR3EiF
Various Positions
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Writing of Business Letter

1. The Eiements of Business Letters
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1.1 Letterhead {3k
FRBPREFEAMNME, SAEGRNE L. X5PX
IJMEBRAR. FXBFEPEE AL -BRHRERH, W
AUVESTHEAN, WU “BRMAE: " EXG TEHKN
AT
PO H IR G R S I ) BANE . PO R R EIR
JERIE A TR, T SRR AR . HO:
il TS
e R e 1430072 2.0, Box 43
NP DA T Wuhan University
Wuhan, 430072
Hubet Provinee
PR China
X ST 3824 513 R S RAARL R B e (7 Sk R ) S
o A HAE PR ERTE S L FERE R E AL, TR AR
PlEAT A BT AR EZHEAE,

1.2 Inside Address {EAUL

ENEE AT ASBE. EAEEREANEE 5T
Hohit . {5 A B S A5 B bk S 2 — B B AT B T i
2 (FNRT Mr & Mrs. 2 508808 , Bl sl s AR
4, T RS s 2 R AR, .
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Writing of Business Letter
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Personnel Director (1}t %)

Pepsi {China) Co.. Lid.
Guangzhou Economic & Technical
Development District
Guangzhou, 510730

PRC. L
X0 -
Office of Admissions (111 1) /[ %
Brown University ’
45 Prospect Street. Box 1876
Providence Rl 02912

USA

1.3 Salutation FR0E
b MR —1T, WEERMAATHE SR, @ARKRRERE
“Dear...” , HEHES.
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DearMr. ..., (HF % +)

Dear Mrs. ..., (Bl FE#4 %)

DearMs....,(Fl T4 4+, EHkx8BH T, L H T x4
Wk R AT H)

Dear Miss ..., (fl T & & +)
“Mr”, “Mrs.” B “Ms.” 2 G W g et 5" 47 T Jvy
1€ “Miss” Z & BT fm#f & .
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Writing of Business Letter
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“Dear” Z & # & A B K , #0“Dear Mr. Johnson”,

2 BER, SEMFRFETRAE KHEP S, o Dear
Prof. Johnson”, “Dear Dr. Johnson™ %

B ARBEAAFRAEFHNLFEE P, HFETAH
Dear Sirs,( S fE & H i/ 28 , g EAH)

Dear Sir,( Z 4 & # % 7 A 89 5 L 8f)

Dear Sir or Madam, ( ¥ i & H M 5 TSN E & A
#)

Gentlemen,( X B £ # % &, , & 2 #1 F /v “Dear”, & £
REERHZE)

() FReE B R A “Messrs.” B R W BEANBEUAERSME
+ (4w ; Messrs. J. Johnson & B. Lee), {8 22 B % T &9 1%
RTERTREEREUAEHR LEHLH.

& kEAABKE,THEMAHLS, o “Dear Lily”, “My dear
Tom" %

O WwRF W EANKSL, #FT A “To Whom It May
Concern” E #2F  H L F WM BB H",

1.4 Body [EX
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REFERRME FPNAT TG, Behf HIRAT, Bk 5 BGE Z T B
e FXHBCTAREAK, RERFHEMARMEB, BRI
Ko
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: Writing of Business Letter
SCAREAAIE | . kHBENEE

1.5 Complimentary Close &R &GE

“HRHGE” A TRESGERGERITAR “BE” %
. MHELELRE - TTHT-TRR—175.

G REGENEE, BAMES “,” . ERCIED &
A WG RAGEAR THULA CAFRACE yours (E /I A%
FE, £ AR AR -

‘t'Yours truly,

“2,Truly yours,

‘Yours very truly,

AVery truly yours,

Yours faithfully,

‘iuFaithfuily yours,

B [EREATRLH, LA, MAA: ]
“7:Yours sincerely.
‘t:Sincerely yours,
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BLNREXEE, BUWAEKR FIUBLARERSIEL,
WA ARHE I . URAT I 4E Li Wen, A4 Wen Li, BIKE &
FHAAE, XRAEIEN,
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