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Chapter One  Job Hunting (I)

Application' Letter And Resume *

In different countries, different conventions® apply to the process of job application and
interviews. In most parts of the world, it’s common to submit® a typed CV (curriculum vitae) or
resume, which contains all the unchanging information about you: your education background and
work experiences. This usually accompanies a letter of application that in some countries has to be

written, not typed.

The application letter and the resume are essential to the job-seeking process, they can
frequently make the difference between getting an interview and being closed out of a possible job.
They offer you the best opportunity to highlight® your accomplishments® and abilities. Furthermore,
the process of creating a carefully thought-out resume and letter of application is excellent

preparation for an interview.
I. Application Letter

The application letter is an important type of personal business letter. It gives you a chance to
show how well you can write, organize material and present your thoughts. When you write the
letter, use the resume to help you relate your experience to the needs of the job. You can give
details about your talents’, interests, and experience that is not mentioned in the resume. The letter
should show your personality® through its content and style. However, it should be brief, as you
have given most of the necessary information in the accompanying resume.

The main purpose of the letter is to help you get a job. Although it does not necessarily
guarantee’ a pf)sition for you, a well-written one does convince the employer to give you a chance
for an interview.

The format™ of an application letter is based on the standard sales approach'’, just like an
advertisement. This approach is to attain the goal'? of (1) gaining attention, (2) creating a desire for
the product (the applicant), and (3) asking for some kind of action from the buyer (the employer).
This three-step plan helps you to get an interview. 7

1. The Opening Paragraph

A good opening paragraph should be original and businesslike'* which usually consists of
three to five sentences. You should mention the job you are applying for and where you learned of-
the job, so that the employer should not have to read the whole letter before learning its purpose.
And at the same time, it should arouse' enough interest to make the employer want to read the rest
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of the letter. One of the following approaches may be used.
*Simply ask a consideration for a job. For example:
Please consider me for a 1y ping position in the sales department cf your firm.

*Summarize one or two of your talents that can be discussed in more detail later in the letter. E.g.
.f your firm is looking for a person with many years cf secretarial experience, you may be

interested in my qual.fications.
*Mention the pefson who told you the possible job opening or how you leamn the advertisement.

James B. Hook, counselor for Franklin high School, has told me that your firm is looking for a
clerk with some knowledge ¢f billing to train in your ,fice. ‘

Having seen your advertisement in today’s “China Daily” for a salesman, I write this letter ¢f

agplication for the post.
2. The Middle / Body Paragraphs

In the middle of the letter you should explain why you are a suitable candidate for the job and
expand upon relevant parts of the resume, not merely repeat the information'*. You can also give
some extra details about your qualifications, work experience or your personal qualities that are
hard to show on the resume. These qualities might include:

(1) Adaptability'® ability to change easily to fit the situation;
(z) Poise' ability to maintain composure;

(3) Tact'® ability to please customers;

(4) Honesty ability to handle money;

(5) Friendliness ability to get along with others.

Employers often look to see how one job relates to another. You should point out how your
past duties will help you do the job you are seeking. For example, a man applying for a job as a
store clerk should mention that his previous service station work taught him how to handle money
and customers. These two qualities are also needed by retail'°clerks.

One full paragraph should be used to discuss two or three personal qualities. These could
include your education, work experience and prior duties. They could also include your ability to
work with others or why you are interested in the job. You should neither boast nor offer excuses.
Showing confidence in your abilities is the best way to impress an employer.

Most employers like simple and direct language in the application letter. Therefore, use simple,
familiar English, and watch your spelling, punctuation, and grammar carefully; avoid the misusing
of words and phrases. Sometimes active verbs, rather than inactive verbs, will focus attention on
your knowledge and skills and emphasize your potential®® as an employee. For example:

Poor:  Idid all the scfety inspection for trucks.
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Better: [ inspected company vehicles for scfety and maintenance.
3. The Closing Paragraph ‘

In the closing part of the letter, state that a personal resume is enclosed, and be sure to include a
telephone number and express a desire to come for an interview. In doing this, do not be demanding,
and do not beg. Simply ask for an interview. The fo]lowmg is an example of a closing paragraph.
Eg.

I would be harpy to come for an interview at your convenience to discuss my qual.fications in
person. I can be reached at (0765¢) 8227525 to set up an agpointment.
‘Summing up, some guidelines in writing letters of application are as follows:
*First paragraph: purpose of the letter.
*Middle paragraphs:  qualifications for the job.
*Closing paragraph:  request for personal contact and information about how you can be reached

The following is a practical example of application letters.

621 West Franklin Street
Lancaster, Pennsylvania 17584

March 29, 1998

Mr. Irwin Peters
Interstate Transport
Box 876

Winchester, Ohio 45697

‘ Dear Mr. Peters:
(Purpose of letter) I would like to apply for the dispatcher position you advertised in
the Lancaster Gazette.

(Qualifications) As you can see on my enclosed resume, 1 have four years of
experience as a local truck driver and substitute dispatcher.
This has given me knowledge and awareness of the responsi-
bilities of both positions.

(Requests for I will be in your area the week of April 21 and would appre-
personal contact) ciate the opportunity to interview with you. I can be reached-at
(717) 555-6482.

Yours sincerely,

Mark Reeves




II. Resume

A resume is a written data sheet about you as you relate to the world of work. It contains your
educational background, work experiences, technical qualifi jcations arid ‘special skills, your
achievements, etc. Your resume and apphcatlon letter are the key documents for your job
application, for they are often the first contact you have with an employer, and therefore, create
your initial impression on him. A resume is also a “device used by the employer to screen®? an
applicant. Prospective employer can judge whether the skills, accomplishments and abilities
described match his needs and organizational goals.

There are several English words or phrases for resume. If you apply for a job to a British
company, you submit CV (curriculum vitae ), and present “personal history”, “data sheet” or
“resume” to American firms. You also send in your “resume” to French, Japanese, Thailand and

Singapore organizations.
1. Elements of A Resume
A resume should include the following elements.

(1) Basic information. Your name, sex, date of birth, address, telephone number and ID

number. You may also include your nationality and marital status under this category.

(2) Education. A student with more education than work experiences should describe his
educational information in detail, beginning with the most recent training and going back no further

than high school.
a. Details of the schools you have attended, the name, location, and dates of attendance and

graduation.
b. The examinations you have taken with the results: the degree awarded and the name of

equivalent qualifications® and the diploma® obtained. -

c. Special honors received, such as awards of the school prize or public service, usually listed
in chronological order.

d. Major area of study and courses pertinent® to the job.

(3) Work Experiences. For applicants’ who have had many related jobs, the work
exberience section is the most important part. Most applicants have at least some paid work
experiences they can list. List all paid jobs, include those even if they do not seem related to the job
for which you are applying. The fact that you have held some kind of a job is a recommendation.
The employment information should include: :

a. name and location of the organization you’ve worked for
b. job title/ position and duties you’ve held
c. dates ‘of employment and / or length of time employed (indicate part-time work where

appropriate to avoid confusion.)



(4) Activities. Include activities on your data sheet if ybu have held positions of -
responsibility or gained work related experience from them. Do neot list all your activities. List only
those which increase your chances for the job. Include the name of the activity and any offices that
you have held. Also, list the purpose of the activity if it is not clear. Any military experience and
volunteer service should be included here. You can also include your interests or hobbies ho.e'reT

References. Name at least two adults who can honestly make the best possible statement
about your abilities, skills and your character. Former employers or teachers are often good choices.
References include:

a. Full names and address of the reference
b. Telephone number (include area code)
c. Title (if the person has one).

2. Formats of Resumes

There are several acceptable resume styles that highlight different aspects of your background
while the main formats are the chronological®® and the functional. In both types there will be the
same basic information, such as: name, sex, date of birth, address, phone nquer, 1D number and

\.
~_

marital status.

a. Chronological Format
This is the most familiar layout. It is possible to start from the present to work back in time

(usual in the US) or begin at the start of your career and work forward in time.

b. Functional Format
Here the content is organized into specific categories of abilities. It is useful if you have a

short work record or previous jobs unrelated to current goals. It tells a potential employer what you

can do.
3. Writing A Resume

The first step in writing your data sheet is to gather personal information. This includes your
educational background, work experiences, and other facts, such as activities or hobbies. Then
decide which of these facts are important enough to include on the data sheet. You must carefully
choose the facts you feel will help your chances of getting a particular job. Exclude anything you
feel would not be of help.

Try to use parallel® constructions in presenting each part, and shorts phrases rather than long,
complete seniences to give the information. Usually the first person ‘I’ is omitted and the link verb
‘be’ is not used. For instance: .

In 1992: (I) passed Coliege English-Band Six.
From 1994-1996: (I was) an engineer at Lanzhou General Machinery Plant.



Try to make your resume moderate, and great length of it is a taboo®”. In common practice, a
resume should not be longer than one typewritten page. If you have many jobs and schools to list,
include only the most relevant. The employer may consider the way they are presented as a sign of
your ability to organize materials. s

There is a proverb in English: “Dress makes the man.” It impliés that appearance impresses
greatly even crucially?®. Therefore, the appearance of your application letter and resume is very
important. They should be well organized and neatly typed on good stationery, and spaces should
be left blank on the page so that they are easy to read and nice to look at. There should be no
grammatical, punctuation, or spelling errors in them. The employer may form a first i impression of
you from the looks of them. And this first impression could be the deciding factor when the hiring
decision is made.

Notes:

1. application  n. request, esp. in writing H1375-|5 application letter N §%13; SKEH{Z applicant n.
person who applies for a position Hi§ A; MiEE

2. resume n. (US) a brief account of one’s career; (UK) CV (curriculum vitae) I~ AR,

convention n. general consent; custom  fR#; ]

submit v. present (something) for consideration; bring forward /AT 'l

highlight v. give emphasis to; make important  #%if; ff &% ‘

accomplishment n. something completely and successfully done  Jf3t; V&

talent 7. a nature power of the mind; a special gift ARt: A4 '

personality n. the personal quality that makes one person be different or act differently from

others My % :

9. guarantee v. togive a promise of fulfiliment JE{}

10. format n. the general plan or arrangement of something ~ #& 3%

11. sales approach: #4477

12. attain the goal (of): A%+« B ,

13. original and businesslike: 7873 H7 4. original acj. of anew type; unlike others of
the same type FTBM): FEFMH: HIIA) businesslike acj. systematic HARTT TN 4B

14. arouse v. to cause to wake; to cause to become active 'FliT; Bid

15. and expand upon the resume, not merely repeat the information: &A™ A5 L #9715 48
DL, A RE— SR KX L 1 .

16. adaptability ». the power to change easily to fit different conditions NV 35RE

17. poise n. calmness and coolness of manner A&

18. tact n. the ability to do or say the right thing at the rlght tlme sk11| in handling people
without causing offence L |7/

19. retail n. the sale of goods in small quantifiés at a time directly to consumers T

® N0 oa W
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20. potential acj. n. possibility for developing or being developed #§/1
21.-screen v. to examine or prove the ability or suitability of people for a job # A
22. qualification »n. a proof that one has passed examinations and gained a certain degree of

knowledge %%
23. diploma n. an official paper showing that a person has successfully finished a course of

study or passed an examination NV ICHE

24. pertinent acj. finl connected directly (with something that is bemg considered); relevant
KK

25. chronological acj. arranged according to the order of time 3% B AU 1Y

26. parallel acj. looking alike; nearly the same fH{EAH); —H(H)

27. taboo n. something that social custom regards as forbidden 2%

28. crucial acj. of deciding importance HSEMER); BEEM crucially ady.

1. Samples:

1. Application for a Position of Secretary

Dear Sirs,
In reply to your advertisement in yesterday’s “China Daily”, 1 am applying for the position of
secretary. My name is Xiao Yuan. | am twenty-two years of age and will graduate from Chinese

Department of Lanzhou University in July, 1998.

I have passed College English Test-Band Six. 1 attended one year’s English Secretary as my
minor. | worked in the Department of Public Relations of a big hotel as a part-time job for which [

was well commented.

I would like to get the opportunity to work in your compahy and convert my knowledge to

practical use.
1 am enclosing my personal data sheet. | would be grateful if you would grant me an interview.
Yours sincerely,

Xiao Yuan

2. Application for a Position of Salesman

Dear Mr. King,
I am replying to your advertisement in “Lanzhou Evening News” of December 15 for a

salesman.

My courses at Lanzhou Commerce College were specially planned to prepare me for a career
in marketing. My studies, | feel, have given me the foundation of knowledge from which to learn

the practical side of marketing.



In my capacity as the executive assistant to the sales promotion manager of Hualong Trading
Company, | have had a very extensive training in my field. This practical experience has exposed to
the real nature of business today. With this stint at Hualong I have become more interested in the

world of marketing than ever.

I have had a very good job at Hualong, but I feel that I will be able to contribute more in a
company with growing working conditions. The enclosed resume shows details of my background
that, 1 believe, will qualify me as a member of your sales force.

May I have the privilege of an interview to discuss my qualifications in detail? I can be
reached at 4447120 to set up an appointment.

Respectfully yours,

- Liu Xiaoyi

3. A chronological resume

Resume

Mark W. Reeves
621 West Franklin Street
Lancaster, Pennsylvania 17584
March 29, 1998
Education:

September 1985 to June 1987: Clement Technical College, 360 Oak Street, Lancaster, PA. 17584.

Course work in computer literacy.

June 1984: Lancaster High School, 21 Main Street, Lancaster, PA. 17584. Diploma.

Work experiences:

July 1984 to present: Mid-States Transporter, 715 Winchester Avenue, Lancaster, PA. 17584.
Driver and substitute dispatcher. Duties: Local route driver and substitute dispatcher.

May 1983 to June 1984: Bradley’s Body Shop, 21 S8uth Fifth Street, Lancaster, PA. 17584. Duties:
Car preparation and cleanup.

Activities / Interests:

YMCA Weight Training Club.
Vice President of Classic Car Club.
Enjoy cross-country skiing. -

References:

8



Larry Daniel, Supervisor Mid-states Transport
715 Winchester Avenue Lancaster, PA.17584
Phone: (717)555-8353

‘Tom Bradley, Owner Bradley's Body Shop

21 South Fifth Street Lancaster, PA. 17584

Phone: (717)555-6091
Note: Body shop: a place for fixing the body of a automobile 143_5.! (% ) ?%}E

4. A functional CV
Curriculum Vitae

Heidi Kunkel

Objective A sales position léading to high management where my administrative, technical and
' interpersonal skills will be used to maximize sales and -promote good customer
relations. :

Education BA in communications ..

1988: Ohio State Univeréity Courses in ;Ssychology, sociology and interpersonal communication.

Areas of ¢;fectiveness
Sales / During my four years at Colelli Entérprises (Columbus, Ohio), I promoted
Customer better relations with corporate accounts and reécruited new clients over a

Relations wider territory. Dealt with customer complamts Respons:ble for mventory
and follow-up of all orders o - '

Planning / Was responsnble for the re-orgamzatlon of the salcs department’s

Organization administrative functions. Initiated time and motion studies'which led to a

$150,000 saving in labour costs.

Language reference Spanish (fluent), French (average) available on request.

Exercises:

I.  Answer the following questions:

1. Why do we say“ the letter of ‘application and the resume are essential to the job-seeking

9
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process?

What is the format of application letter based on? Why?

What are the guidelines in writing letters of application?

Are there any other words or phrases for resume in English? In what situation can they be
used?

What are the elements does a resume contain?

What should you pay attention to in writing a resume?

Can you name the main resume formats?

Which style would you prefer?

From the pair of words in each sentence, underline the better choice.

Each year we (go to, attend) the Interstate Carriers Conference.-

While with Acme Trucking, I (supervised, took.care of) all the out-of-state deliveries.

I (distributed, handed out) all the delivery schedules.

I would appreciate scheduling a personal interview to (talk about, dlSCUSS) my qualifications.
Last year I (got, received) the “Truck Driver of the Year™ aWard '

My recent (work, experience) as supervisor has helped me develop excellent leadership skills.

Write T for true or F for false for each statement concerning resumes.

Always include job duties when listing work experience.

A resume should always be typed.

Along with your name, you should always include your helght and weight.
Any military experience should be included in your education. '

You should always begin with your full name, address, and telephone number.
Activities and interests should be listed before education. '

The most recent education and work experience should be listed first.

You should never include reference.

Employers use resumes to screen applicants.

Always begin the education section with elementary school.

Write a letter of application for a position you feel appropriate for you to reply the
advertisements in the local newspaper, or for a position of secretary in a joint venture in your

city.
Sometimes a company may provide an application form for an applicant. Complete the form

according to your own situation with great care without spelling mistakes and without crossing

out.
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Application Form

Section 1: Personal details

Surname: Forename:
Address: Telephone:
Date of birth: Place of birth;
Nationality: Marital status:

Position applied for:

Section 2: Educational details (Please start with the most resent.)

School/coliege Date Date Examinations passed
(Name & address) started left (with grades)

Section 3: Previous employment (Please list all employment for the last twenty years,

starting with the most recent, and giving month and year.)

Company Date Date Reason for leaving
(Name & address) started left
Signature:

11



