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Task One Writing
(General Training Module)

BREZA M Task One REEA 150 #HE —# 15,

HF X8 L E/NT Task Two, H il , 84 2% “You should spend no more than
twenty minutes on this task.” B R, B KR FBE 15 09N EE S, A =488
M — SN BB, RE A BRI E T S H B LR 8 52 R Task One, R EHTZ
BE,ETHIK,

BAR T LUA RER 42, Hodn IF R4S 4 (formal letter) FIEER(E (informal letter) ,
FHEPHEABSEAXNERAGNINEEREEREH 52, IRERREBXLE
ME R, BB IEERGFHILF8A BEE OB, 7T LU Y B , T DUR 5, BRI 4R E
BEfE , 0.

Hi, Maria.
Dear Ed,

FEXFHUAVE - FHRREAETB(MERXBHBEIER), TUER % RS
PHURE DPEE REEEASFEHENOREH EE, &R LA Keep in touch %
Drop me a line, #8/5 1l 140 Love, Truly yours, Best wishes, Regards &, Yours 3817 f1 &
CHEA, EEXGEHHEEEFER Lesson 16 3L 1,

— BRI, BREAMBGEANIEE2ARSE BRA B, ErEE PN SRR,
ZRANASS,

WRMEREANES EEBRIT L, RAZETTEMRHES, 10 Dear Susan, HIH
%gﬁifﬁﬁ\ﬁﬁﬁmﬂﬁ_t??ﬁ%%iﬁ*ﬁﬂixﬁiﬂﬁﬁ,gm Dear Mr. Blair, Dear Professor
Williams, Dear Dr. Smith, Dear Mrs. Jones %, Z4$5|3: &, Blair, Williams, Smith, Jones
#WRY (family name B last name), NBEFE Mr., Mrs., Miss, Dr. ZRRIE/STH SR 4 (given
name X first name), #0, Dear Mr. Mike & Dear Miss Mary & ARSF ), % Mike #1 Mary
RS,

EREEEN, ALBELE - SENETRTREES , WS LA ER . BA
ESEERRALENER, ABERIF L EDBRE R, BERBREZRARALESG, EAR
HERITHEE,

FBIRERTIRBE IR T N L,




Reference Letters

A AFEFR—RERBEELS NP EREANER, KB RARL AT,
7 H OB CRIR, A B B 2RI,
ERXEEN FEMERNEFLRE.

—. ¥k

HAANMAERNA LTS S, I, Aug. 22, 2005 5% 22 /08 /05,
FRIFWAR AR AT LA sz — .

1. Dear Sir / Madam,

2. To Whom It May Concern,

—. E8a
R BRSO, FF I L S E R E R, .
1. #E3# .

® [ am very happy to recommend my colleague Miss Susan Jones for the vacancy of ad-
ministrative assistant at your company.

® It is a pleasure for me to write this reference letter for my friend Tony Johnson.

® [ am very pleased that my former colleague Jane Blair is now applying for the posi-
tion of sales manager at your company and I highly recommend her.

® [ highly recommend Brian Williams to apply for the position of deputy head of the
BCD Business School.

2. H#:
® [ 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 your company.
® [ am interested in the vacancy for the assistant to the general manager that you are

now advertising.

=, ErEL

X PLEBMARPENHERBEEERELRER, WTHARBRE N TH THERL
HAERSE  AEGBHRRE NGRS HENER,

S X RARH R ER T ILA:




Chapter One Reference Lenersﬁ

. EEEYL, F"EHABESHMERAESHBEEEA, WiEKE A patient, considerate,
capable, careful, easy-going, sociable, popular %, ¥R ZEE pretty, beautiful, attractive,
nice-looking iX E4# R SR i8] HEEHEFEE

2 FBAAEEAFEGHALESRAT PEAREHEE, XhEF REBAE, FE
BB TSNS, RN A EREE N A EEFPHRAEHE,

M. EH%E

XEAE LR LB B E , AFMF- 2 If you need further information about him, please do not
hesitate to contact me (#7£15 ) F1 I am looking forward to your reply and hope to be granted an
interview (H#E), B EFENEAEKEZTH, FELAFEENERHAIEERGT,
W, EREFEESRAL, NEEA I am looking forward to your reply, B M {E A — B A S HHF
ANEEME, ERALEBTHRAF L, B FE WA ZTERIE S Thank you for your atten-
tion BX Thank you for reading my letter ZJ& (BRZH) B FTHREF ¥ (WHE. e-mail), BfF
PA Yours sincerely H1H 2 B L H,




Lesson 1 Apply for a sales position

JS4 The task

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’, I 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—HENFHA A ARG RKBE AT SCR B, HSCAT LR ¥ R H R A N s
A2 B FE /R 48R, 40 T am interested in the sales position being advertised now.
BRATCR ZAMEA HALAE R .

® China Daily Z A & xdial

e PFE44IR . employe — employ; exchallege — challenge,

e sales-reps J& sales representatives (858 {CHE , FEE EITHEM WA, HEH AN FRE /Y
THEAR) WS 55K % R salesman / saleswoman EX shop assistant,

® give something about me N {4 introduce myself,

(X IE HCF , A4 IE H473C) From China Daily, I know that your esteemed compa-
ny has a vacancy for a sales position. I would like to apply for the job and the follow-
ing 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 WIFEHEBUNRENETEREMAN", XFEMNHERTERADUE, BHAFFREH A CAEH
B HBBES '




