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Unit One

Task One Writing (General Training Module) :
Letter Writing

BMEEZEAR Task One BEHZED 150105 —#15.

HTFXEIHELEDT Task Two, B I, 364 F2H “You should spend no more than twenty
minutes on this task.” MR, BWKRFWE 15 PN ERETS, BHE =885, )
— R BER ., REANFEMREE ARG 8 AN E 52 Task One, ZEREH T WK, £
THEIK,

f& W1 MR B B4 7 10 4> 26, B 40 1F =X 4& 4 (formal letter) #1 3E IE R 15 14 (informal letter) , 7
HPEEHABEAXNERAGNTINRSREERGH 52 XA ERREABLENE
A BEAREERGFHRILEFRABEOER, T LIEYEE, T IB™HR, RIPESRER
i, 0.

Hi, Maria.
Dear Ed,

FERXRGEHEALE-FEREATE(MEREAFTEIEM) , TUER B RE
MRERE BRNEE AEARASENEHNRENTE. SENTUH Keep in touch BEY
Drop me a line, #8J5 #l £ 40 Love, Truly yours, Best wishes, Regards 5 Yours Z M id 1 8 2 i
8. FEXNGEHHRETEFIF L Lesson 16,

—BRE . BEEANMBKEAN LTS ALE BHEHH., EXEEE 06T MK
K. ZRENES S .

MRMERGEANES BEEEHRT L, BAZE T EPH L, 11 Dear Susan, 15
KABER FEHEB ETREFIMASINRN F, EH Dear Mr. Blair, Dear Professor
Williams, Dear Dr. Smith, Dear Mrs. Jones %, %% 51 &, Blair, Williams, Smith, Jones %8 &
# (family name BX last name) . ABEFE Mr., Mrs., Miss, Dr. S F%WF )5 R4 (given name
Y first name), B0, Dear Mr. Mike B Dear Miss Mary & & Xt 8, A ¥ Mike # Mary # 2 4 .

EHEEBEN  FLBBEE—-MHER., SBRNETETRBES, WS JLAF8. BE
BATEIBRERRAXENRK, AGB T LAELRERNEN, EHRZARLSH,®
FrHEHBHTHE,

FHIEGEHRNRE AT N LE,



Chapter One Reference Letters

HEC. AEGFRE XERESASKITHERLANEE, KRS RARBNERF, #
FHOCHBARB WA E B RB,

BEXEREEFENMTFENFHFCE.

1. 7%k

HREMAEKME L HE BB, I0:Aug. 22, 2002 8 22/08/02,

I E AR TTRUT A EZ —:

1) Dear Sir/Madam:

2} To Whom It May Concern:

2. EEn)
REREWEO IR S E H M, .
1) #3#% .
® I am very happy to recommend my colleague Miss Susan Jones for the vacancy of administra-
tive assistant at your company .
e It is a pleasure for me to write this reference letter for my friend Tony Johnson.
o I am very pleased that my former colleague Jane Blair is now applying for the position of
sales manager at your company and I highly recommend her.
o | highly recommend Brian Williams to apply for the position of deputy head of the BCD

Business School .

2) B#:

o [ am interested in the post of financial controller in your company and I would like to apply
for it.
@ 1 would like to apply for the chief editor’s position at vour company .

e I am interested in the vacancy for the assistant to the general manager that you are now ad-

vertising .

3. EH &

EHTUEEMBRPENHAYEERRLRAR. THARRENT LM TR
HAKWBRS, HEARBRBENED HERNZK,

EEREFERMZEELUTILA:

1)¥§$SE,Kﬁmﬁﬁﬁﬂﬁiﬁﬁiﬂi—ﬁiiﬁf&fﬁl—?%k,!zui%%}k patient, considerate, ca-
pable, careful, easy-going, sociable, popular % , % & ZE I pretty, beautiful, attractive, nice-look-
ing X YRS RB A FHERES D,

DALAEEAERNALERXRATHEARBOELE XPE“RERAE, £ 8
RN ENE SN R AR S RASEE TSR AEE,

2



4. FRER

XAREWERLEBERE, R4 F & If vou need further information about him, please do not
hesitate to contact me (#EF£{E) M I am looking forward to vour reply and hope to be granted an in-
terview (A FF). B EFENEAEKREER A ELOEGHERABARKERG Y. W,
TERFEEERL, FEEH 1 am looking forward to your reply, B AR EA—BRASHHEEANTEH
B ERELEBTHAN L, M AF(ENERAS Thank you for your attention B, Thank
you for reading my letter Z 5 (M Z A1), WM iZ W TH R F E(WNEIE, email). BE L Yours
sincerely 1A S BEZ R



Lesson 1 Apply for a sales position

You have seen an advertisement for a sales position in an appliance shop .

Write to the shop to apply for the job .

You hould write at least 150 words. You are recommended to spend approximately 20

minutes on this task.

@ From ‘the China Daily’, T know that your esteemed company want to employe an sales-reps. I am

the one who want exchallege the job. I am writing this letter to give something about me.

o XE—HEMFHE AHARFE R AIT BB ol e % B st k3 %
2y B 25 BRF R 2B, Q1 am interested in the sales position being advertised now .
BRAT SO R R AN EA HAb 8512 .

e China Daily Z i & % i,

o BtH 1R : employe > employ; exchallege > challenge -

e sales-reps & sales representatives (55 85 fUH, 3845 FITHEW M A M A FHEG N T
EANGD) IS W5 BB 58 LA salesman/ saleswoman 5§, shop assistant,

o give something about me /W M # introduce myself

@ (U IE B S0 AN 8 0E 3647 3C) From China Daily, 1 know that vour esteemed company has a
vacancy for a sales position. I would like to apply for the job and the following is an introduction

about myself.

2.

@ I am a deep thinker woman. I always think about what kind of product is that people wanted .

o WIFEH MM " MENH FEEMAN". XHM AWK H 0GR 050, 5035k
PRCHEWEFENES,

o JE A EM KLY is that NIZEMER - DM wanted t E K4 want. WE T
P A ) F
We can’t imagine what kind of life we will live in 20 vears’ time. (A1 X EHRG —F+£)5
RilegthatEdtE,)
I am going to the library. Tell me what books you would like to borrow. (R E £ E H1H . &F
RIBEHEH 2 )

4



@ 1 have always been a conscientious worker. I always think about what goods people want.
3.
’"{% I am very confident that I am suitable for the position which you are looking for.
o JE 15 M A #iR : position HI look for RE S HMG EX R, ERMIEX RN IZLE look

for a salesman B¥ fill in the position

e 1 am confident that I am suitable ... B EHMWKHE ., AHEEWR , LERESS NG,

I think my background and experience suit the job description.
4,

I have much experience in sales appliance.
e sales appliance [\ B4 selling home appliances B the sales of applianceso

I have much experience in the sales of appliances.
5.

After graduation, I have been in Xi’an to service the Changchen Appliance Company for 3 vears.
Because my family moved into Beijing and settled down this city. So I want to look for a job
which is suitable for me.

o ERZRY, "RULELALE KM ZHNMALTRBR L 2,820 &
it &t , A BE A PR TE 52 BT

o service —HE F A . M E RS BT W0 Your car needs servicing. ( /R 9
ERERF.)

@ because 5| FIEPIREN T, NB] REELL b)) S 452 .

After graduation, 1 was in Xi’an to work for the Changchen Appliance Company for three vears .
Because my family moved into Beijing and settled down in this city, I would like to look for a job

which is suitable for me.
6.

=)
So I writed this letter for this job. I am a sales position in a computer shop and I work for this
shop about 2 years.

o TEHMIBEILHE IR MBS, x5 A MBUE S,
[ am interested in this job. I am a salesman in a computer shop and I have worked here for about

two years.

7.

After the study, I was employed in a company that its main business is buying and selling .
o EENRTEMR, “~HKUL . ENEBEVSFHANA"NEZLE a company whose main

business is buying and selling,



o | was employed in i 84 1 was employed by 3{ [ worked in.
@ After the study, I was employed by a company whose main business is buying and selling.
8.

@ During my work, I learned a lot of knowledges that T didn’t get them at school.

o ENEH,“HR" FR".CHE” CLHE "RFEHEL CRE” BETSRAZ AT
AUR"FE" ROT KRB ERERSHS EBIFREEN RIBARBLSIEX
#6778 (knowledge, information, news, work, housework, homework, furniture, equipment)ﬁﬁﬂi
BB Ehr B XS AR AT 6, AR AR XS RFE I s, ®ARRE 5 HP
LS T B E AR (A0 many, few BB two. ten %) B . FT L, knowledges
I ) knowledge .

o NEIHHEEMNEEEENEIR 30T get Z/FH them NEEMBR ., FETHEAE 4 .
The manager was not satisfied with the work 1 did. (Z2BE W REBW ITERE LR dd 25
—EAREE ito
I have read some of the books that Professor Wang wrote. (RIEN FHBEM —&H )%
wrote ZJ5 —EARBEH them,

@ During my work, I learned a lot of knowledge that 1 didn’t get at school.
9
5]

Though I don’t know much about the appliance, but I believe that I learn it by myself, as well as
in ook forward to your helping.

o ZWIHHH W, BE AT BR-- L TIFER “though. .., but. .. MR &,
XA A A RE R A B — A T

o MARIMRBPUEF R KAE BRO¥ FEEHBHR. KRS SEBRIX A T,
MEMB)EMBE THETRRERLE . FUERHN - S EEBHAMELLN .
Bl as well as FI18 R #F, L Lesson 59 5 6 8 A 4% .

(A IEH T , AL IEH E ) T don’t know much about appliances, but T believe 1’11 learn

and I look forward to your help.
10.

At last, I really like this job. I hope you can give me a chance to your company and do this job
best .
o at last 48R, I Lesson 42 75 ) 9 B AR .

Finally, I really like this job. I hope you can give me a chance to show my talent and ability.

11.

I hope you can pay more attention to me and I look forward to your interview in your shortest con-
venient .

e in your shortest convenient Z:Xﬂ' s ﬂjaﬁjﬂ at vour earliest convenience .

o FRILZ AN, B) FIH HMiB kiR, B pay attention to me B RE,
6



