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Sample | Sales Representative #iE {0

R REBE &
Sales Representative HERE
Eameld)
e . b
W B4 :
. M. BRR CRF

AR REHE), TR
—HF— RS

City: Beijing

Role Purpose
e Responsible for the marketing, selling, and

development of brand awareness of Tian Yu,

and meeting potential clients in the trade HWLER T,

fairs through delivery of the annual campaign e

plan. o EIHRIAE G A F
Accountabilities BUA M T 2R R DK S e
» Expand coverage through the recruitment and SARE, H5iEXEKH

training of new and existing local dealers BEPHSIKRR

along with establishing relationship with © EHATHE EIT IR A

target customers within given area. ﬁiiﬁﬁm’ﬁ AL

¢ Develop product knowledge and selling skills
of current dealers through implementation of

o PATETA S E TSR A
B4 — B Y B 4

the Sales Training Program.

&3l
e Execution of all sales and marketing programs o RS I RUES
and local delivery of the annual campaign plan. o p A e R AR 2

Conduct meeting presentations to increase
product awareness and sales.
Achieve sales targets as required.

Critical Knowledge

Bachelor’s degree in related field
Possess a valid driver’s license (desired but
not required)

o SERESRIBE HiR.

EEAR

o REMR L e
o FAARE O

EEXZR

o P BTSSR
s EREMETHAZRRE
HtE

030



O

Critical Experience ﬂ"f EEHAA AN
» 2 years or more work experience Aﬁ&ﬁﬁﬁﬁ
* Cars sales experience desired but not required ~  * HZHEES
o fEPLIRIEMIRE S
Critical Technical and Personal Capabilities , o WEIEHEEE S
* Interpersonal skills o A %8 Excel. Word FlI
 Organizational skills PowerPoint Jp 84
¢ Conflict management
. . EEHRHE
e Time management . BUREZ
* Basic Excel, Word & PowerPoint knowledge . BFBUF
Critical Characters =
« HBNG1EE

e Active

* PATHE SR

Good at listening

Perseverance

Team player

i

¢ Strong implementation ability

f5) LA B4y

€D mmms

We're seeking for an executive who must have more than 10 years of work
experience in this field.

AR F XN TEA @ 10 FTEZREE,

We’re looking for an experienced sales manager to join us.
BNMEIFIR—UEFLBRNHELEMALF.

There is a Vice President vacancy in the company’s headquarters.

AR B HIEEHESER B,

2 Xk

This position requires being responsible for recruitment and organizing training
sessions.

R AL E A TR EMALRTYIZ,

The person should be in charge of the sales department and achieve the annual
sales target.

I 07 £ 3T 400 0 B R 5 BUAR BE B R A

04.



_ Step 1 EFREN— ) RETLHEL &EAW

Being-the director of Marketing Department, you should be responsible for

organizing advertisement campaign and doing presentation in the annual meeting.

EATI G EMN, KREEATRAL SEEESULREEESW EEEHKR.
€D mEEk

Four-year college degree plus a minimum of two years related experience
4 FERIRFEE, BOWEMRTRTELR
Master’s degree in computer programming and a minimum of three years of work
experience as a programmer
RRRIT AL, BB 3 AR TR
Strong team player
:338:0]zilINE g (=23
Ability to work independently, mature and resourceful
RERE IS TAE, BN, NIARREIR
A stable personality and high sense of responsibility are desirable.

MMEREI R E AR .

Work well with a multi-cultural and diverse work force.

REBTEL AP AR AR THER T A THE.
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Sample 1

R Xt KBRS

Dear Mr. Jackson,

€3
I am responding to your advertisement on e—s

www. zhaopin. com for a HR Manager.

Your company is an exceptional company
with an outstanding reputation. As an individual
who is constantly seeking to expand knowledge
and utilize experience, I have developed the
critical skills that are outlined in your job
description.

As you will see from my enclosed resume, I hold
a MBA and have experience in managing a team of
eleven recruiters. I have six years’ experience in this
field. I’'m quite familiar with the recruitment process.
I have strong management ability, excellent interper-
sonal communication skill, great organizing capacity
and good coordination ability.

In my current job, I'm in charge of
developing the recruitment channel, screening
the resumes and conducting interviews. I mentor
and train both new employees and senior staff.
Besides, I direct the distribution of benefits and
reward and punish the employees according to
the system of rewards and punishment.

In my management philosophy, teamwork has
always been important and I always jump at the

chances. I believe I have the experience, drive and

ambition you are looking for, and I know I would
make a valuable addition to your company.

060

HR Manager A\ J¥TR%H

MRS -
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. Step 1 EAEKBEH—FHREDRIE

With this understanding and my background, I be- WU B B KRR H
lieve I would be an ideal candidate for this position. 5%, BAHEREZXABULAE
Should you find my qualifications meet your require- fEAZE. WRERARMFZMRF
ments, I will make myself available to discuss how I AEESR, REERTTLLS5450%
might use my abilities to benefit your company. BRIz AT K A AR 8

Thanks for your attention and look forward to = ¥4t
- hearing from you. WIS B, IR
A p— - EBWHE.
Qiu Feng ::: ERB A
Enclosure : Resume " BeF: TR

HRIPUE MR B4y
P miEEm

This job is a good fit for my background.

X TAESERNERE/FS.

I think my experience makes this an ideal job for me.
REBROLEMRESXHTIE,

Your company is an exceptional company with an outstanding reputation.
RAFR—FZAF A, BRELNAH.

I think working in this company would give me the best chance to use what I’ve
learned in university.

AN, AFFAF LIRS FREUBHRINREIE.

D wien
As you will note, I have five years’ experience in HR industry.
B2ERD, REANERTLE 5 ENER.
As you’ll see from my resume, my career has included 10 years’ experience
working as a HR Manager.

MBI P ETUER, BEE 10 FANTREESHONLEEK .

I have substantial management experience.

RAEEMYEENEHEE.

€D RixaE

I believe I have all the qualifications you are looking for.
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ARE R AT ER A 2B R .

I’'m certain that I would make a valuable addition to your company.

R EREA A A RENE.

) =mHs

My schedule is flexible and I look forward to arranging a time for an interview.
AT ] LB R G » AR R BE 22 HE R ) X B AT T 3

Thanks for your attention and look forward to hearing from you.

WIS EE, FRFREIERHE.

Sample 2

R xR KERE

Dear Mr. Richardson,

I am writing this letter to apply for a secre-
tary position, in response to your advertisement
on the Internet. You said that you wanted some-
one who is hard-working, experienced and a go-
getter. I believe that I am this person. Attached
you will find my current resume.

As you will note, I graduated from Sun Yatsen
University in 2006 and I hold Bachelor of Arts. I

=3
[~ ]

have served as a secretary for a foreign company in

the past five years. I'm a team player and I'd like to
- make progress with my career with a company I can
grow with and become a part of.

As an experienced secretary, I’'m familiar
with the work process of a qualified secretary.
In my last job, I was mainly in charge of
assisting and motivating the staff; transmitting
the instructions of the manager; accompanying
the manager to the meetings both outside and
inside the firm; receiving visitors; writing docu-
ments; taking dictation in English; sending,

receivingand sorting mails and maintaining and

08.

Secretary 15

R B A ARG

R A e I L P2
FERE RO, R
B, RASRE 48
. BREE. BULEBIA,
BAUG AR, B
W L TR AR R

GRS, BT 2006 4
Wy F bl k2, B
gy, e AR 5 R, R
AR B, BT A
MR, I LA AL — R BT
M2 R S
MBS I TAE s LA TR I,
WA EE.

YK — 4 B B 5
R4 B e OB 15 0 TAE
VR, TER B T, R
EE G S I MR R T 1
BTk TR, B -
BB TN ELI B
AR S T
BET: Wk ML
SHANA B T RIS



. Step 1 ®HEH—SHBBERNS | !@ M
L' b

repairing the office facilities. — HEAARFEHHE B
If you feel I match your expectations for a HESR, i FHLA38 X X X

secretary, you can contact me via cell phone = Xx6254) = HFH#E/ (huyan007

(138xxxx 6254) or e-mail (huyan007@hotmail. @~ @hotmail. com) 5KEKER.

com). i W

Yours sincerely, o W, B

Hu Yan —

Enclosure: Resume

R M ) TS
‘l SR EL:D)

I am responding to your advertisement on... for...

KT BRI AE - b —HRE RIS 4,
I am writing this letter to apply for a... position, in response to your advertisement on...
RS WA G R FIBAE - ORI 5, BT,

D BRI

You can reach me during the day at 138xxxx6254.

75 EIRARTT LAGE T 138 X X X X6254 XS B AR,

I may be reached at 138xxxx6254 to discuss the position further.
BRTDAE T 138 X X X X6254 XA SHIER R BN, DU — S HIT XN ERAL,
You can contact me via e-mail.

PRAT LUE S T R S REBUR R .

€D HAEX

Meet one’s requirements/demand

(IR INGDE -

Be suitable to one’s needs

FFERANTE

Correspond to...

He.... ;':Eﬁ

AmtEtg

I am quite active and energetic.
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FAWR T HLIEWHTE 71

I am always very optimistic and reasonably cheerful.

RERARKEW, T HA2IFH.
I don’t like leaving things half done.

RBEAREIFEETE .

Sample 3 | Salesperson 58 A i

ZErpX KERE

Dear Hiring Manager,

I would like to apply for the sales represent-
ative position which was published on the Inter-
net, December 12, 2010.

To in the highly competitive
environment, companies require dynamic sales

succeed

=3
Ewl

representatives, and I can give your company

that edge.

I think that my personal profile and work
experience correspond to your requirements of
the sales representative. In my previous job, I
worked on different positions in Sales Department.

I have wide experience as sales representative, area

sales manager and key account manager.
My success in the sales industry has been

fueled from building “win-to-win” relationships

with my customers. I feel this has brought me
more sales than anything else. I’'m an efficient
salesman and I have the gift of being able to
build rapport with my customers. I am a master
with the ability of listening to the customers’
expectations, which makes it easier to build
mutual trust with customers. I believe that with
my positive attitude I can be your next top
salesman.

My resume is enclosed for your considera-
tion. My schedule is flexible and I look forward to

'100

LX) GOENLF73 P

oA T o 3 5 7E 2010 42D
127 12 H ISR LR
RE—B. ;

HREHINNZEFARE SR
BASER, SN AREBEET
SR EREK, REBERN
FA AR TS

RAAROMNAE LA T
ESREFA R AR XNHER
FHER, 7EZ AW THEH,
REAEHERWAR KA LT
fEit. REHEMRER. XEH
BLBEMKE P 2K KA
BEEMYEBNEER.

REHBET LRI ZE
SE5EPESY ‘W LEIK
BH, FREREX AT
REEATRESZSHHEBH.
RE—AETHHEEAR, ™
HRESEPBEILMBEXRW
AHE. RAEWIRE P HIEX
HE—1EXK, XHEREXS
SEPgraEfEXRR. RHEGE
REMWSFERBERE A ZA
AT — AR ER.

Fiti 5 B = 3R 1 17 D it =
., RWBETRI LB RE, JFHE



o Step1 EHREH—EHRBETNE  FE M

arranging a time for an interview. B B RR 42 HE I 1] % 3R 17
Yours sincerely, b i

Wang Shaoxuan i FEAF
Enclosure : Resume Bt I

B

& T
I succeeded in raising yearly sales volume by 30% at profit margins of from 40%
to 80%.

R ICE SRR T 30%, FEFEIEE N 40% 52 80%.
I increased sales by 30% from 2009 to 2010.

M 2009 4EF] 2010 4, FAEHEHIEMT 30%.
I got the title of “Advanced Worker” in 2008 and 2009.

T 2008 4FH1 2009 FEIRIG T “Heit TAEE” FRS.
I have concluded several important deals for my company and signed new business
contracts.

RBEAFRIRZ TILEEERLE, FHHEITTHAR.

I always try to be a good team player.

H—EHB ST RN A — 3

I get on well with my customers.

HANE I E LR

My customers share their problems and happiness with me.

A Z PR F AT TR A

My clients said they would always support me wherever I work.

WA AT TCRTRAEI E TAE, flf 138 S — BRI

(3 N 5,1

My strongest point is being able to understand customers’ needs.

B AWM KALREER THE K.

I’'m comfortable with selling and promoting. Those are definitely my strengths.

RERHEMER, XTEREIRI.

I’'m good at developing new clients.

0110
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X% rggﬁﬁﬁﬁ |
KR RBEHES.

@D Fkmz

I hope I can bring what I've learned here, and be a top salesman.
EABREEX B AMEARIFERAR, B —2TRNHER .

I hope I could be a sales leader of an energetic and productive sales team.
BABRAN—MATE . BRHERRNEE.

I'd like to make good use of my specialty, taste success, and improve myself.
EABREERK, MWt ACE.

I believe that I will establish more business ties for your company.

RAMGEREANRAFABLEZIWFKR,
Sample 4 | Software Engineer {4 T F2Uif

xR RERE
Dear Sir, B S -

o 1 1
As an IT professional skilled in software de- e—s Mk — 4 2 K0 X
velopment, I’'m quite confident of my capabili- FHRGWAR, R A%

ties. I graduated from University of Science & TR R Lo RENF IR
BR¥., RESLH 5 FrBH

TRisK, Ht®RE R
MIBERE, I HAEX A SR A

Technology Beijing. I have worked as a soft-
ware engineer for 5 years, and I'm well-quali-
fied with an excellent record of achievement in

- T o m RSt .
el Lt _ RMLIEATIEIL T I T
My background also includes: e ®F IE IR MIR R GE T
 Integrated new projects into a custom application i e I S R, L

based on Internet Explorer by developing a W AR
system testing process to ensure effectiveness. o Wi T—ANHPEHBER
* Designed an application to track client inquiries, . %R A B
which includes user-friendly data entry forms, ERMFE R 18, A
effective management reports and automated Hodi o B ERE, JF A 3
calculations. L
» Leadership of development groups with hands-on © il BT BA ST AR R 4R
problems identification and resolution. BRI
Additional capabilities are listed in the en- S B J1 I E AR s 1
closed resume. I hope we can have a discussion IR 5y B Bl
BRI 1) B R I A FRIR

in your office at your convenience.

e 12 ¢



