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Bo1 EXIE2BH KM Applying a Job with Certain
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N

Dear Mr. Liang,

I should like to apply for the position of Senior Secretary at your company that
was advertised in the Classified Section of the Business Post on 2 January 2005.

Having worked as a Personal Assistant in a busy import-export company for the
past three years and as a secretary in the retail trade for two years before that, I
believe that I may have developed skills which would be useful to your

company.

My experience has given me a basic understanding of import-export trading
practices, and having taken a Higher Certificate in Secretarial Studies with
Languages. | am fairly fluent in Mandarin, Cantonese, and English, and have a
fair understanding of Japanese. In the last five years, I have also learnt the
importance of being efficient and methodical in my work. I am confident that
these skills are required by senior secretarial staff at the Far East Finance

Centre.

I enclose my resume and look forward to having the opportunity to answer any
questions you may have regarding my application. I am free for interview at any

time, providing you can give me at least two days’ notice.

Yours faithfully,

\ Encl. Resume \
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M52 GBI EZBRARTE Applying a Job without Working
Experience

Dear Ms. Chen,
Application for the post of Management Clerical

I am very interested in your Management clerical post, the details of which you
placed with the Guangdong Placement Centre. 1 believe my educational
background in Sun Yat-sen University, my leadership skills, and track record of
effective management in student affairs in the university would enable me to

make a strong contribution to your company.

In addition to having taken subjects directly relevant to your cémpany’s

operations, 1 can offer a variety of skills that can be developed to meet your
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specific needs in the future. In particular, my successful use of Lotus 1-2-3
and dBase software in my research project demonstrates how quickly I can learn
new data processing systems. My work as an arbitrator for three years at the
Student Counseling Centre is proof of my interpersonal skills. Also, my
advanced proficiency in English could be of use in your new cargo service to

overseas.

I am attracted to your company by the reputation of your management and by
your recent rapid growth, as evidenced by your successful take-over bid for
ABC Company last year in the face of stiff competition from other rivals. I am
also impressed by your acquisition of three shipping companies and the addition
of six new routes into other countries, which I believe will ensure a promising

future for the company.
I would greatly appreciate an interview to discuss at greater length the
contributions I could make to your team. Please contact me at 13900 xxxxxx

after 6 p.m. or text me during the day.

Yours sincerely,

\ Encl. Resume \
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M 513 Hek 4 #93RER Applying a Job Before Graduation

T —

Dear Mr. Ma,
Post in Marketing Department

I am very interested in the above post, advertised in the Journal of Careers
Education. 1 attended a recruitment talk given by one of your colleagues at the
Placement Centre and this experience convinced me that I very much want to
work for your company to experience the executive, analytical and teamworking
skills that I have developed at University. I feel that as you begin the second
phase of your expansion into China, this would be a particularly exciting time

for any new recruit to be making a contribution to your company.

I will graduate in June of this year with a degree of Bachelor of Arts, majoring
in Business English. Before I began my degree, I knew very little about this
subject. But by managing my heavy learning load efficiently and doing extra
work to improve my written communication skills, I succeeded in graduating in
the top 10 of my year. I was also awarded a distinction and commended for the
range and depth of research in my final year project. I brought the same level of
commitment and hard work to the various student societies of which I was a
member. The highlight of these extra-curricular activities was my election as
Chairman ‘of the Dance Club.

During vacations, I had several jobs but the one I found most challenging was
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