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HRIAZIE »
SRER{RAE & 4 7 1

I 'am writing in response to your advertisement for a proofreader.
BREWRERA T RAEMRMNS & LB AR BERG,

I am applying for the vacant position in your Sales Division announced in
yourbulletin.
BENBRLXAMNERPRBRINEEDE SHIG, IBH AR,

I've learned that you need a assistant in your office; | would like very
much to offer myself for the position.

BERLAEE—2BHF ZEKAFHEMTZR,

This is a letter of inquiry. | am curious to know whether there are any
openings in your company at the time.
HEDRAOBRAAAERETE — LM,

I believe my qualifications and experience suit the position you advertised
in this month, and hope you will consider my application.
EANNZEHFMERERATEB BRI E LN SREGER, B85
RZAE,

@ Office €nglish: Job Hunting, Are You Ready?
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4.

Immediately | saw your advertisement in the paper for a Ancillary Secre-
tary, | felt it was just the kind of post for which | have the qualification
and for which | have been looking for some time.
EISHERLIER—ZHEREN S R LBIXERR — R E%K
FHORL, FERESRIE,
Because | am very desirous of

during November, |'m writing to inquire whether you will need the service
of a young man with one years of educational training and some part-
time experience.

EARBEAET—AHEARSHEESLR HREAMRNEETTERARE
d—FilERERRETVERA,

As your company is expending to the domestic market, an employee
with experience in sales would be particular asset to your company.
With my ten years’ experience in this field, | would like to be considered
for a post in your company.

BERAIEAETREATE HERNATEAHELENALT KAE
TEEE+ENIELE, B REERF,

Knowing how rapidly your foreign-trade business is growing, | beg to ask
if you want an operator.

BARAANRALEZRAE, HERKEFADRMNIAAEERTE—
Z2LER,

| was recently speaking with your manager of your company and he
strongly recommended that | send you a copy of my resume.
BRBIERRADLERY, IRNBURBRNF—HREH,

receiving actual experience in sales

Office €nglish: Job Hunting, Are You Ready?

o



HAlASRIE »
SRR %47 717

IR ime i

mreplytoﬁz‘“f“ii” FEAE A TSR B FF 3k 36 B B R BRAE 09 B, LA %
S MMEHEE, B,

E reply to your advertisement for sales person, I wish to apply for the position.

BB RIS A B 4 4 I bR B AE SR A

offer oneself for the position

2 // 4
i offer oneself for the position /& “FE % H#H", iR 7E K TVER 38 B0 19 1
D7, AT LA X AN EH O 4 RS, il

[ offer myself for the position of marketing manager, as I believe my qualifica-

tions and experience suit the position very much.

AN B BR AR B, D3 FRA 13 3R 00 % 5 B 22 0 5 0 B 3 4L

Job Hunting, Are You Ready?

@ Office €nglish
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RIPE PS8 RS SR IE A Bt TAENL &7 2 M & s
APV RE A B R E R AARERLIMN A FA TENS, B A i
HHE BB —F SRPE L —-EERASENSEME K, Hlin, 75
KGR R B AJ 5 “Learning from my friend that you are looking
for an engineer...”, “I found your advertisement for manager in...” ,

WSRAR G B 8RB BA A TR, 5 U0 6 AR O A A %
T ATHEAL N, RIRERTLUE —-HAFE", L BamBE,

I am a good engineer and have a thorough knowledge of the English
language.
RE—EZHNFOIEG, HEFEXE,

| served as a part-time accountant at two firms. | benefited them with
the knowledge | learned at university.
BARKRARAMIRASIT, A ECERFEIOMIRRS T4,

Although | am a student, | have worked at three foreign companies in
Shanghai as an intern for a total of three months during my summer and
winter vacations.

RERENFE, ERCEEEBUASELBHN=RILEIT=
+A,

@ Office €nglish: Job Hunting, Are You Ready?
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@ Office €nglish: Job Hunting, Are You Ready?

REVRAEELF TG

During my summer job with a joint venture in Shanghai, | gained a great
deal of first-hand knowledge about foreign trade and learned how to
communicate with people of different interests and backgrounds.
EERYE, REE LN —RAGAQA TS, KB TREIEFENSE
—FAM HEFLTERERAAMNBNAREEHAHITER,

I have taught several years in three universities in Shanghai.

HRELBH=ZMAZELSE,

This year | participated in a large-scale marketing program for computer
software, so | am very familiar with the issues in this area.

SHEREBT I XBENBERKEETHERR, BRR ETSEE SR aia
RS

As you can see from my resume, | have sold time and space for major
clients in the automobile industry, advised on the contents and suitability
of the advertisement and have conducted market research.

IEME A PR, BRI SR E AR A T EMREH SR,
MIrERRBERAITES T, FHTHIBEE,

My experience has included two years as a salesman and one year in
AiPu Ltd., where | am still employed.

RN I EEh R ENHERURENEEEERATN—ENITH®
%%0

I have been working for five years with a foreign trade company, where
my responsibilities have included shipping arrangements, foreign ex-
change procedures, and some business transactions in export.
BE-FEAQAAIETEE  RNPRAEEMEE NCEABREHOW
FAabE,
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I'have ten years of experience in translating, working on a wide range of
subject matter. My experience spans business magazines, college text-
books ,medical encyclopedias and so on.

BRETEHBETENER, SRIZHEN, HMT b5 K3iRE,
EXENLEESHNEIE %,

I'have been associated with companies for the past 10 years and have
gained extensive experience in office automation and administration.
EREM10FER, R—EELAT I, HEA A EPIUNTHREESTL
BFENER,

accountant .. £ ; Hi 4 intern 1. 325 4
thorough «/ MIEAI; TRAK  vacation r. B8 Rk !
knowledge . ﬁlﬁ;#‘iﬂ : - venture 7. fill; Bl (A KU B )
serve . HtE; IR : communicate v. 43 ; 32 Fx
,Pmﬂme ”fll %EB{J _interest 7. }éﬁ ﬂﬁ
'consultant . JB A Al 5 R ~ background 1. ’%‘ﬁ E 37T
forexgn adj. 9"@3@ Shkm secondary aa!] ﬁﬂ%(ﬁ(ﬁ)m

,:; ,_repmesantatxve “dJ ﬁ%ﬁ{] umversuy n, j(%

@ Office €nglish: Job Hunting, Are You Ready?



HI#EZ=E »
RERER A & 5F 715

benefit R/ “HBI T B/ T7, 6.

My experience as the marketing manager for ten years will benefit your company.
HIEATHEE H R RN SRR 5 AR 3228,

benefit (from/by) /= “3Z 25", B U0 .

Who stands to benefit most by the new tax laws?

24 N AT BE A H 9B 3% o 48 B 5 K B - 4b 2

serve as /i “HHAE ;2 - BOFEF s K- TAE” Bl
He has served as gardener and chef for many years.

fh B2 TRZFMEE T 3B,

=
|
|
|
1
i
|
|
|

B G (.

RPERZORS FERABEAMRPACAEEAREVWARMT
2R AAL WM, A 54 TAEERMANERK D68 g
KBRS, MEERER, MR TE R KA SR AT L,

FESR G BN RACH G h e R T E R —38, T 278 2645 M 3 38 %0
AR, BRERHEHIUEH AS ., B0, “My resume shows my success in
coordinating a busy schedule of collegiate studies, part-time jobs, extracurricular
activities." T EE B Z , NALRRIHAREFIRZAT TELTH MR KK, 4
NGB BFER RS B 1 RURE S, Bk, SRS B as i %e th 5 B
ORISR AL, 37 ANE S/E N B AR, B, BN TSR
AR IR,

Office €nglish: Job Hunting, Are You Ready?
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VR

I think something different from everyone else is that | can speak several
languages fluently.
&umﬁsafmmg%m%m&:,ﬁzsm*umi#zmé%o

I 'have a strong background on electronics, robotics and computers.
ERFNBADURTENS AR LA THER,

Besides Mandarin, my mother tongue, | can speak both English and French.
BRTIE, RS, BIF LSS RIEM B,

My management skills, marketing accomplishment, and investment
banking experience all make me the ideal candidate for the job.
?i‘a’a%iiﬁ&j],ﬁiiﬁ%ﬁ%ﬂ@ﬁkéﬁu&’iﬁﬁ&ﬁmﬁﬂi,Eﬁzﬁijb:‘zﬁ*ﬁﬂﬁﬂ
BHIAE,

I can communicate with foreigners in Russian in technical field without
any difficulty.

REZT T B MM A RKIT SR TRRST,

=

@ Office €nglish: Job Hunting, Are You Ready?



