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Dear Sir/Madam,

I am responding to your advertisement in the Beijing Morning
Post ,dated 7 June 2006, for the post of marketing executive.

I graduated from Jiujiang University in June with a degree in Bus-
iness Management. At the college, I had served as financial secretary

of the Student Union and was responsible for the operation of the snack
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shop for college students. I initiated several promotion programmes

which increased the shop’s profitability by 15 per cent. As your compa-

ny is expanding to the food market, my experience in food service
would be an asset to you.

I enclose my resume and a recent photo. I would welcome an in-

terview at any time convenient to you. If my application is successful, I

assure that I would make every effort to be worthy of the confidence

you may place on me.

Yours faithfully,

He Zhigiang
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Dear Sir/Madam,

Please consider my application for the post of Sales Executive
which you advertised in Beijing Daily on 10 June 2006.

I have several years’sales experience,including working for Dong-
fang Advertising Agency and NKTV. As you can see from my resume,
I have sold space for major clients in the car industry,advised on con-
tents and suitability of advertisement and have conducted market re-
search.

I graduated from University of Washington in 1999 , with a honour
degree in Business Management. Currently ,I am studying for my MBA
at the Chinese University of Hong Kong.

While enjoying my present job,I would rather to continue such
work in a company that offers better prospects. Cable TV ,which has a
bright future, sounds attractive to me. Please review my resume and

advise as to the feasibility of an interview. . Thank you for your consid-

eration.
Yours truly,
Li Yuan
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Dear Sir/Madam,

I have learned from the advertisement in Guangzhou Daily on 9
May 2006 that you are looking for a graphic designer. I wish to be con-
sidered for the post.

I have solid education background in the field of design, inclu-
ding a B. A. in Visual Communication from City University, London
and a Higher Diploma in Craphié Design from City Polytechnic. As a
freelance designer of Top One Design House,l am familiar with the
use of several computer softwares.

I enclose my resume and a sample of my work. If I am suitable for
the job,please inform me of the time convenient to you for an inter-

view. Thank you very much and hope to hearing from you soon.

Yours truly,

Wang Zhao
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Dear Sir/Madam,

With reference to your advertisement in Beijing Daily on 18 June
for the above post,I would like to submit my application for your con-
sideration. »

As the enclosed resume indicates,I have had four years’ experi-
ence in production control. For the past three years I have supervised a
work force of a dozen people. I can speak and write English fluently
because of my regular contacts with foreigners.

I was educated at WYZ College and then finished a diploma -
course at City Polytechnic. At the moment,I am also registered with
the Open Learning University where I am studying Business Manage-
ment.

While I am quite happy with my present work,I hope to enter an

office where there is more opportunity for advancement. With my edu-
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cation and work experience,l am confident that I can deal with the
challenge ahead and I will do my best to make a contribution to your
organization.
I am able to attend an interview at any time that is convenient to

you and, if appointed,can start working within one month.

Yours faithfully,
Huang Haiping
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