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__Practical English e
. Ceo for Job Application

B RERRE ,.(Letters of Job Application)

"—"*ﬁ i&kt (Outline)

RIS A AR ERME (Cover Letter), BRBE R BB
BEWEHYONS . HE S E R L 00 0 o S S A BRI 1y
B G, SEARIN A AR R, FE IR IR B R AR AL & Y I
W, BN T, REMAREREONE, B, —SRhoREE LA AN
THRAMDR, ERREBEBTL, MARERERNL

RIS AMFRARE, RIAREHREN TSN, THHHEEN
RATMEEOTHEME, RBETUSRSN GBS, RBE0EE HWRBRE
RHLL, TG RETRRREA AR B, )

=% RERRELHEHEA (Writing Principles)

1. RE— &§$¢%1ﬁﬁmxoxmﬁﬁuﬁﬁﬁm*W%Mﬂém¥
BN RBHEETAE. FOEXBSEIR, BoEngin,

2. REFE—MaFL, TRALBEHHAR, FLHLS QEHPMIE
REEY 3F MR R RS TE KR, #ammﬁAiwwﬁ ﬁ
LEIANE, BENBEHEMEN, FOKERFAERE T4,

3. FABARRPESENES, BUREFFHERERMERE, R

B S A, ﬁmﬁﬁﬁwm@mﬁxﬁﬁmmmu§m~ﬁoawﬁuaaw%ﬂ
BEERMRMLNRT,

4. BEBHSEHDSAEK, BEEHITHAGEOCHIRRLE, #BEAS
[ RREE AL TERANS, EEME B8, L5,

5. REUETABEEM, LRATHEENESBMRE SRk, BRARY,
#ﬁﬁE;W&ww;&@uﬁmmﬁﬂ BAER, § “BEAT B “FHA E
EE, WmFREIEFDLNERE, HELEERE, TEENRASRBEINR
CAEREE, SETWEES, mEATASKLEDN, BT ERNRNS. Bl
EEMA LR AN, Eﬁgmg%%ﬁﬁmﬁmmtﬁ#fgo&Mkﬂuuﬂ
MW%ﬁﬂﬁﬁ&ﬁmﬂmmmxw%ﬁﬂﬁﬂ,f’

-
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Practical English

for Job Application

FZ9 f#¢E%k (Methods of Writing Envelopes)

FHRRBEARWHETHE-AKHTFHE, BRREFEFTRDARBE NS
B —x, —HEHE, BEARHES, 2AERTETIEAE, HB ENITE
%, THEMRARFERBEONE, B, BE-TEEES, EESF0E, &
BFOERGR, FEIAFHREE, XEEM, BETURIERSMKBIEE, U4 RETH
B EIFIME S, AT GEfBAITED BB AL

—. . FROEFOHHE (Name, Salutation and Address)

w2 EREE, EEEES, BER., WIEAREZWES LUK, BEran
H Mr.; BISXEBAEA Mrs., KRB ZNE Mis, MRRME BT A8
RS, WA Ms. ; MBERAGGEENEAT Dr. & Prof., BAAMBEA Mr., Mrs.,
Ms. 3 Miss, EEXCHAE, BERE/PAANBEEES, £EEITRENEL, BER
AR, £. TRMYEHRIESG, MEBEFEEN, FTESHESR,

Key Boarq of Salutations

Mr. &4

Mrs. / Miss / Ms. RA / /Nl / &%
Dr. (Doctor) 8§+

Prof. (Professor) 3%

Pres. (President) K¥ &, EFK, &k
Messrs. JE4EAT

Mses. &3]

Key Board of Address

1. 379 Ba Sheng Rd., Wai Gao Qiao Free Trade Zone, Pudong,
Shanghai. P.R.C. 200131
FE- ERTHASEFREEEER 3795, 200131
2. Rm. 101, No. 25, Lane 767, New Mofan Road,
Nanjing. P.R.C. Postcode: 210003
A E . RS TR RE 767 ¥ 25 5 101 E, HF4: 210003
3. RM. 1216, 12/F, SUITE B, INTERNATIONAL SHOPPING CENTER,
527 HUAI HAI ZHONG RD. SHANGHAI, 200020
s 527 5, ERKYTL BE 12 #1216 E, 200020
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R for Job Application ‘

=. ®i#AHRX (Ways of Sending)
REFXEEEERBEANBIETF, SEETAZBLEH,

@ Key Board

Ordinary Mail F{F

Personal &I .

Registered Mail #5 {7

Express Mail KRER

Via Hong Kong BhHEE

Photographs: please Do Not Bend RERKE, ﬁ% Lk 3

By Air Mail FiZEfE - o
Private &3

Via Air Mail Registered MEHESE

Immediate (Urgent) &

Rush 3 {4

If undelivered, please return to. .. mapsE, WemE...- k

mESRIE R AR, TATERMEAMRIL, REfEREANES ETEH
Please forward BN ], BMEWKEARLN T —475E L: By kindness of, - Per kindness of,
Per favor of, Through courtesy of, By politeness of HETE BEEAREL” 2K, B
B AR

Please forward

Ms. Linda Fang, Personnel Manager

WHZABTREH
F#ELt
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Practical English

for Job Application

Zﬁl Sample 2

Mr. William Smith (fg A)
Managing Director
Per favor of Miss Helen Wu (#{EA)

AR R AR/ MEFERZ
BRI - = B S S EEE W

MR RITR A BALEABE AL, EXRME RN B RS, RATL
EEREN TENEB AR SBARER, REERE AN T A4 pEm

C/O (care of) BP™[,

iﬂ Sample 3

General Manager

ABC Engineering ( Shangh‘ai) Ltd.
C/0O Mr. Zhigang Liu

Room 201, 1218 Wuning Road
Shanghai 201800

LR TE 1218 § 201 2, 201800
) 2 R 55 A R o

% ABC TRERAH

B2E W

=. ¥ (Forms of Envelopes)

KRG ERERXEMH. FLR (Block Form) M#AF A (Indented Form), #
EANELZMBLEYSEEEHEANA LA, REEGEHNER., FEARNEHHK
(EABZMMA AT BIERHER T, ERA=ZHZ—LER, SAXEHES

FTXFERTEERS 2~3 MF, WBEABEHRIR, BRIER.



Practical English T
. for Job Application
@ Sample 1 F¥33X (Block Form)
Xiangdong Wang (Sender) . stamp

Department of English

Shanghai College of Science and Technology
280 Jinsha Road Jiading District
Shanghai 201800 P.R. China .
Mr. Williams Smith (Receiver)
Manager of PR. Department

ABC International Trade Company

Shanghai 200002

12/F. Union Building 100 Yan An Dong Rd.

Sample 2 #5J3X (Indented Form)

From Xiangdong Wang (Sender)
Department of English ‘
Shanghai College of Science and Technology
280 Jinsha Road Jiading District
Shanghai 201800 P.R. China

To Mr. Williams Smith (Receiver)
Manager of PR. Department
ABC International Trade Company
12/F. Union Building,
100 Yan An Dong Rd.
Shanghai 200002

stamp

m, BT (Attention)

| EEANEZ MRS A, KEANEERNMLSEFRNT

¥, o
2. BE AR ARSI NH, FHANELIURBE,

3. ZBIE, HEER, FRAREMME, #HAME,
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Practical English

for Job Application

$9% KB X (Forms of Letters)

HRMIXBEHOEREUT LA,

—. 48173\ (Indented Form)

FHAR—HHEREENBEHR, XABREREL (Heading). FHHLAL
(Inside Address) fM1& % (Signature) Fo#f7T8, FT—ITH E—FTRAESHEHE2~3 4
Fi, EXHOBIRENFT—TEORE S S~10 4 MNF8, FLRNEE L,
EXEFENELA; Erhit R RBUBa M, BIdErassbt, SEGFNED, X
MRIEHRER, ERIER, RETITE, ABRLSH,

ol Sample #4847 (Indented Form)

Heading ({§3%)

Date (H#)

Inside Address ({§PI3iL)

Salutation (FFFE)

. Beginning of the letter (f§8IREHIE)

. Introducing yourself (HRAH)

. About the enclosure and others ({4501 317

. Ending (1)

Complimentary Close ({§ B & E1E)
Signature (£ 4)
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Practical English . N
it : - for Job Application

=. 3% (Block Form) -

FEAXNKEANR. XHEXBR THMEL (Heading) FIHH (Date) EUFLH
EABEFERNE LAZS, KA, MEAMYE (Inside Address) . H#F (Salu-
tation) . f§HYIE3 (Body of Letter). B (Enclosure), &4 (Signature) M ERBE
E1E (Complimentary Close);ﬁgﬁ—;‘ﬁﬂ%ﬁ)}\EiﬂDﬁﬁﬂbgﬁga;ﬁ/l\?ﬂ‘ﬁzrﬁ] Bl X
BESRETAEE 7, | T “

dip Sample 37L& (Block Form)

Heading (f§3%)

Date (HH#1)

Inside Address ({3 Pysfiat)

Salutation (FRFE)

. Beginning of the letter ({EEEHIE)

. Introducing yourself (H&RAHR)

. About the enclosure and others (B3 )

. Ending (4% 8)

Complimentary Close ((EBEEIT)

Signature (¥£43)

l
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Practical English

for Job Application

=. #X5%3Lx (Extreme Block Form)

B FARRF A AN BMER. IHEKXIRBERHFERIOFLTEDLR
B, Mo ZAUARESREZREZ 1T, ATFXFEXEE, FFTF &
i, BFERZDANGESE

Sample #EXIFFL (Extreme Block Form)

Heading (f§3%)

Date ( HH#H)

Inside Address (fgA#ilik)

Salutation (FRFE)

. Beginning of the letter ({§EEIE)

. Introducing yourself (H&AHR)

. About the enclosure and others (B {4701 3 fib 3517 )

. Ending (%%¥18)

Complimentary Close ({§ BEEIR)

Signature (¥4)
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for Job Aﬁplication [

M@, HEX (Semi-block Form)

FEXFAMPIAMFAXMGER, FARERRIEAFLR, THEHIEX. &
REEENELAMARNK,

4 Sample TR (Semi-block Form)

Heading (f&3k)

Date (H#)

Inside Address (f§A33tat)

Salutation (FRFF)

. Beginning of the letter (IR EIF)

. Introducing yourself (& MH)

. About the enclosure and othets (B {4:F1H B H)

. Ending (&%)

Complimentary Close (B EEE)

Signature (F %)




10 |  Practical English

for Job Application

FELY RERBREFRESY
(Useful Expressions for Job Application Letters)

—. KER{EFF3LiE (Beginning of Job Application Letters)

(—) RTFWLK S RRPEEIED (In Reply to Advertisements)

1. I wish to apply for the post you are offering in today’s Shanghai Daily .
RAEERBREMVESRY (LEEM) LR,

2. Please consider me as a job applicant for the position which you advertised in People’ s
Daily of April 16.
RENVEREAFE4 A16 H (ARB#H) LHMYRL, #RAFTFUERE,

3. In reply to your advertisement in yesterday’s China Daily, 1 respectfully declare my-
self as a candidate for the position.
REEAEER (PEAMR) ERMEEIE, REEEIXNRMAHEEA

4. I am glad to hear that you are seeking a tutor; I wish to offer my services.
ERENBNEERANKERT, FAFEHETHIR,

5. Miss Mao Xiaoyu informed me that you are looking for an English interpreter, I should

like to apply for the post.
MEPTI/MALLIKRE, RAFEEHE —2FENE, AAENMBKIR,
6. Your advertisement declaring you need for a sales manager in Skanghai Daily of Oct.

25th captured my interest. I believe I can fill that vacancy.

RAF 10 A2s BE (LEA#R) LRBEAB - 2HELE, FAEEBX
B, HEERINLEER,

7. In response to your advertisement in toeday’s China Daily for a female English teacher,

I would like to offer my services for the position.

M4 BERERIRE (FEAR) wAMSELES, RITERE -8 XHEH
B, ZAARFLHAHE IR,

8. Your advertisement intrigued me because I am particularly qualified for this job posi-

tion, due to experience and aptitude.

RATIHFERETEERIERRE, BIRNLEMEBIFIESXFENILE,
(=) BFHREYHIBE (To Make Self-recommendation )

1. Being informed that there is a vacancy in your company. I would like to apply for the
position if 1t is still open.
WRBR AR AN ZHRERA, MRNDAZER, RERFH,

2. As a college graduate, 1 am seeking for a job as an interpreter.
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Practical English P RRT SLEPC T S
rriTe e w . =+ for Job Application

ER—ZEElE, RIEFRR—HEEIE, e

. Like many other young men gr:duafxng fr?tnschoo}s, I am eager to get a suitable posi-
tion. ) '
MAZHHNFEREVHERA—H, EARVMBR—-BEEHLIE,

. Please tell me if your company needs an expetieriéed computer operator?
HEHERRRLTBREVE— LKL B R IERFG?

. Knowing how. rapidly your business is gmwing 1 beg to ask if you need a dependable
secrétary-or an assistant. ' - :

£ F S A ] AU 95 R, ﬁ!ﬁ*ﬁﬂﬁ]&ﬁﬁﬁ ﬁﬂ#ﬂ‘]ﬂ%ﬁﬂhﬂo
. I am writing to you with the hopes that you can offer me a summer ]Ob.
FAERERFERMNBLAR—HBRIIE, ’1 :

. In July of this year ¥ am igding to:gradyate from Shanghai Colkge of Sdienoe and Tech-
nology. I am very much interested in securing a siitable position.: I believé I can qualify

as a marketing research assistant.

FNBFSE 7 AHLTF LR, ##ﬁﬁﬁﬁ ﬁAﬁmxwo
4 R MR RAT T i A DE B — IR, :

. Because I am very keen on receiving practical expériénée working as a tour gmﬂe'fmm
March to June: Thus, Iam writing to inquire whether you will need the services of an
English major college student. I am avmlabie to fill in for one of your staff dutmg this

period.
ERBEE 3 E 6wﬂ ﬁﬁﬁ%ﬁ%ﬁ&& ﬁ&&ﬁﬁ%ﬂﬂﬁﬁ;*‘&ﬁﬁ’%

AR REFET Eﬁmngﬁﬁi‘l‘muﬁﬁﬂ‘ﬁ—]ﬁﬁﬁﬁo :
=. Akﬂ&#mﬁﬁ] (Usefnl Expressions for Pc;rsonal Information)

(—) If'ﬁﬁﬁ*‘ﬂiﬁ(About Experlence) |

. 1 am twenty-five years old and 1 have beeh eriployed for the last 3 years by Shanghai
Bank in the general clerical work of the office.

ROE 25 ¥, TE3EXR—HENSETARDLAE—-BEFELE.

. 1 am twenty-year old female with two-year experience W&Eihg a5 a part-time ‘tour
guide at Dongfang Travel Agency. - - U : :
BEE 208, X, E’E%Wﬁb\! 2 ﬁ-‘-*lﬂ%ﬁ?ﬂ%

.1 am twenty-two years old, and am arikious to settle:down ‘to office work.

A 2%, FEUUEETFHAELE.
. 1 will gradudeé in July this year. 1 worked for one yeai as the chief Editor for our

school’ s newspaper, and I believe my education and part-time experienee will' enable

me to work efficiently for your newspaper company.

BUTHET A, WEFBBRRIEESE—F. BTFANHATFNRRELS,



