


=
6 & Lok B iR 4 ‘
2009




mEE T

A A5 HE T Y {5 GURFT LTI R SR Em BNA, BEA 4% AR 385 Job Hunting GRER),
In-house Correspondence (3LZEJ5 ik {4). Business Documents (3§55 B& ) F1Publicity ()45 & {%)3L Pk
Bibk, X A[42IhfEsy HResume ({&57). Cover Letter ((KHA{E). Resignation and Recommendation Letters
(FF2 5##15). Notice Gl %), Poster (##}), E-mail and Fax (BLFlpfF 54 H), Memo (&E%),
Invitation and Greeting Cards (i 5%{15). Thank-you Letter, Complaint Letter, and Apology Letter (i
F, HiIFESE#KE), Minutes (ZiXid3x),. Agenda (ilF H#E), Business Report (%54 %), Market
Research (1fi3%i87r), Product Brochure (7= 4 fj47). Commercial Advertisement (5 )[).] %) FRecruitment
Advertisement (3BHE 4 165 A [RIHI .

FHRMEEGHT, AR, NEREEHSRELENTREE, RHATHEEY. KA,
SR FRAHTRS, RH LA, T BRI TIERE, %8s d .

APLEMRE, BEE A TE AN E TR %5 518 AR Tk, el {EAER 5y sh 4 N AFNHE
RSN EFS%Z AP,

BB WS B (CIP)¥#E
BSEEBSIE/ TR ER. —dba: B4 Tkttt
2009.5

ISBN 978-7-5024-4961-2

Lo IL T DL g% — 3605 fe— i % i — Bt
IV. H315

Hh [ Rl A P 55 CIP B i A% 7-(2009) 55079832 5

O AN R

o hE AbsEdbifE A S SLEEAL #5395, B4R 100009

H, i%  (010)64027926 H, {55 postmaster@cnmip.com.cn
it gedE x| IR

ISBN 978-7-5024-4961-2

L KRIETCEN S AR FENR G4 Tl it &1, &2
200945 HE 1M, 20094E5 A 45 1R ENRI

787mm x 1092mm  1/16; 10E[15k; 231°F; 1525]; 1-3000/

24.005¢

(AP ENHE F R (), Atk R ATEATTRH)



W & XM — P IRA SRF RS K R, FEEES HEA AR5 E iR
B, EERITIFIRE S IR R LN TIERAISERIIBSRELAXEE, HEHRE
HIBEE R AT LA B — R SHAIER 5B S A RIER, EAEBTRFSEIIN
IRFIEFT, BFRESENREFREBEMEELAEE,

AEMELERHAFTE (GFLEEF REERFRLE TR, s
B EFEFSHEESRXRIZELY GE[20061145) i (kTF2HERESFRLEFTFEFRE
A TEL) (FE[2006]165) XHAGEH, HRIELHEFRLEEHF LR, &4 400
SBHRBEBEHBEFEIBAAEFIRHOWERER, FBEXSHRAIAAFHXBAAE
i b, 2% T 2HEIEEER, AEERGLEFES, HEERETRSEEFPENE
K, RAWMBZEY. KRR, £FRIHFEXHTHRS, FAEmAEdE TR SN
ZH, RHLAMMLEYE, EEEAELRUAMTIERE, LFIAERRAEN.

FHANERHEAT

2 F i BA R sy #Job Hunting (kHH), In-house Correspondence (3L 1),
Business Documents (%55 ei ), Publicity (/7 & & %) L0k, K —A U HIhEE
SRR XA, AHL16F, BRSUEEE TIGFHRITRS.

(1) #A (Lead-in), ¥ ITTHBERENF—THEICHE, EEESFHE 20T
IiH.

(2) $h& (Warm-up), @i it$2 (] s/NR > FiE SIS RIZ X HR N SEES L,
LAB R £ AR S TG T,

(3) 751 (Samples), RATEHILLFEE:—H TRMIHZICHE — N ERATAIR, EHIG
RO THHREISC, EFAEMESERX. SERNARIE, AEEFEEBRSENLEE
i,

(4) #83X (Format), ¥4y R ] RE FH B 815 B PR 05 AR RR U B S ERURE NEER, LA
FHE R,

(5) ZERfRn (Tips), ARNESHI S NEZRASIENE S SEEET, KBEH,
EFicie.

(6) ZR21JL[E (Try Your Hand), ib22A4: MIiRiCHIERES A FHSEBIIEENEE=
Xt 5 BT I8 i e 25 2] .

(7) #HRIAIC (Word Bank), #h7E 5iZ3CHRAHRAIAIC, S AL IMET EER LS,

FTIF BRI
(8) ¥ (Read More), ¥MFTIRSMERIHEL, HAMBFRIN, 5 B2 5 b 5
HHER,

(9) Beda R (Writing Guide), I+ 5 B1EMAM— LRI, NEBERSEES
TERIEARN, XXBEMEUEEHNBE. ONSHRE, RATSHRRE,




ABEAEMTRE:

(1) HREFAF . LLTIETREAFR, UTEESAFL, AEFFENPEED A
BDRIRH £ NAE S BT,

(2) AERREEE, RIBERESESARARK R R REL, &F “KH.
G, BT BRI, 7T B AR S SR 4 R R SR AT AR AR e R B
NATEHE, EHFAREMNLT XS4 ERRSENRER, BA SR ARHE.

(3) A, FBEWE WEFERIETHHFE R, b A R B S AE
Ze HARBIESE. BESMEFES]. BRIFNEFEILR, ERMEMENSERE,
EXEAPEIMNERALSE. 55, FHHEMEHZFNEM.

(4) "S5 BArBA®R, ExtmBE AR R, SXERHREERE, BAKH, &KH
B, B TE%, R RIEX, B F%4AEFbETHEMRERS], ChHE
AR, SEAMPRERE. UEREE, FFEIEREmRL.

ABHTEMEER, S48, B, EERF. ke, KB ERIESRE, 28, 53¢
., TEH. BF TSRS,

FEEREARPSE T RKENENINE XTI, B2 THFLERAE. FITRIME
BIMpIPOHRE B FNTE T, R —IFEE .

MTgmEKEHRR, Bhana AR Z»eBEERA B INnA 5i%E#IFHE IE,
AEEITH Sedt, mikEAERAPBPHNEIRFAFRBERLSREIL, BEREE
(bjzhangxf@126.com) FHEkIEHETRE W,

wm E




Contents

Part I Job Hunting oo TSR |
UNit 1 RESUINE  vevveeeeerrossnrnneesesmssmsseeesensieitts st aiaatsst e sa s s s s s s s s s e s sssib bt 2
UNIt 2 COVEE LEIEE  «v+rrereressesseemsomunesaatitie sttt sttt 15
Unit3  Resignation and Recommendation Letters -« «+«+«ssssserusieiesrsnninicnnininns 27
Part II In-house CorreSpondence ... . 36
Uit  INOLIGE «+evseressrssssnsnsessummsnssasssssssnssorssuosusnsnssssnsasssssssaasosssnssossssssssannsnssnasesssrse 37
Unit 5 2 ) 1= ST RRETREPTP P 41
Unit6  E-miail and Fax ccsssosssssscmmsmsssssesssssssssssnansassussasnysssis siasssessrossssesesorss vansansnss 45
U7  MBHID -sersvesssnsmmmamssmimssssasmmsnsssssmsmamesnsnnnssnmressnsmstssassiis s 4amiss Seames sos eHRssuasring 57
Unit 8 Invitation and Greeting Cardg - vwvrerererererenrerernriiiri e e 65
Unit 9 TS £ 1) L Y PR 72
Part III Business DocCuments oo 81
Ut 1O MERGLES. <vwevevussomonsonisnonmos vosummmesars sovonnnsmmensssnmasnts ssssnssas sssasssmnnssansems shnmamars 82
Unit 11 Agenda ...................................................................................................... 93
Unit 12 Business Report .................................................................................... 101
Unit 13 Market ReSearcCh «s-ccoceeeeeeetenceritiaiitieiotiatiietiritiitentetstsnienssinistentinossrssnsne 111
Part IV Publieity -« o ormmsmumuammssasssmsmmismssosesissosmssanossesms corsees (28
Unit 14 Product Brochure - sssssmisssississtasssstmesssssiinmmss v dnms s oammbsmes e sais 129
Unit 15 Commercial AQVErtiSEMEIt -« +=r+stsarreeresnerarnmienamimeteiiaaetiianereanerrienaranaes 135

Unit 16 Recruitment AdVertiSEIMEnt -« ««««-+=sresetermrettarameeerintaimieirsrieetiersaaasnseraesenns 143



1
]

W J

M




A resume (used especially in the United States, in English and Canada) or CV (curriculum
vitae) is a document that contains a summary or listing of one’s education, professional history,

job qualifications and other accomplishments.
It is typically the first item that a potential employer encounters regarding the job seeker, and

therefore it must be attractive, informative, and persuasive.

1. As an employer, what would you like to know about the applicants? What kind of applicants will

you pick out as the interview candidates?
2. What are your strengths and weaknesses in job seeking? How to make your resume eye-catching?

Job Ad. 1

, Company: Black (Beijing) Import & Export Limited

Position: Business Assistant

Requirements:

* Needs Business Assistant with an associate degree or above;

* Having high moral qualities, Honest, and No smoking; [

* Native fluency in English or Chinese;

* Ability to meet deadlines under pressure and work with minimal guidance on multiple projects
concurrently;

* Good communication skill with different countries and cultures of peoples;

* Good managing skill for working, and meeting of business.

i
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To Apply:
Please send your resume and a cover letter describing your skills, as e-mail text and NOT AS AN
ATTACHMENT, to blacktrans @ gmail.com; cvtrans98 @yahoo.com; mimilynx @hotmail.com

For more information, Please contact Black 86 10 8962 1197

Resume 1
Maria Li
Personal Information
Gender: female Birth-date: Oct. 20, 1987 Marital status: single

Tel.: 13086216919 E-mail: licx@yahoo.com. cn -

Career Objective
To obtain an entry-level position related to import & export trade.

Education History
2004 — present: Phoenix Polytechnic, Business English;

2001 —2004: No.1 High School of Linyi.

Language and Computer Skills
Chinese: native;
English: have a good command of both spoken and written, especially proficient' in writing
and replying business letters, passed CET-6 in 2006;
Korean: grasp essential knowledge and basic conversation;
Computer: excellent skills in Office 2003.

Achievement?

Won major award in 2006 and 2007.

Work Experience
2007, spring, Huatai Foodstuff Co., Ltd, Foreign trade clerk;
2006, summer, Shanghai, English governess®;
2005, summer, Longhai Export & Import Trade Co., Ltd, sales representative.

Qualifications
Professional ccrtificaic* of international business English, 2005;
National Foreign Trade Documentary Manager, 2006.




Personality
Non-smoker;
Honest, purposefu15 and detail-oriented®;
Strong managing and communication skills and culture-awareness.

REFERENCES’ WILL BE FURNISHED® UPON REQUEST.

. proficient: having or marked by an advanced degree of competence, as in an art, vocation,

profession, or branch of learning ZAZLfHY, K@M
. achievement: something accomplished successfully, especially by means of exertion, skill,

practice, or perseverance FHE, BCER
. governess: a woman employed to educate and train the children of a private household

TR REHI

. certificate: a document testifying to the truth of something {IF 45

. purposeful: having or manifesting purpose; determined 'R ERY

. detail-oriented: paying close attention to every little thing #H.0HY, {F4HA

. reference/referee: a person who is in a position to recommend another or to vouch for his
or her fitness, as forajob 4rZ3 A, iEA

. furnish: to supply; give fitf;, 24

Job Ad. 2
rCompany: Global Trading Co., Ltd.

Website: http://www.recruitment.globaltrading.com

Position: Executive Assistant

Requirements:

* College degree or above, being from foreign language or business studies is preferred;

* Have knowledge of western culture and office administration;

* Need min 1 year experience in a multinational company, ideally time spent in trading
environment;

* Strong English capability, fluent oral and written English;

» Patient, careful, enthusiastic, understanding, impartial and honest;

* Strong management skills and team spirit;

* Good interpersonal skills and strong communication skills with internal and external people.

Job Description:
* Providing high quality and efficient office & administrative support;
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« Arranging appointments for boss with internal & external customers, business associates;
e Assisting in report preparation;

e Travel arrangement;

e Making duly expense report if necessary;

« Classification, registration and filing of all documents or files;

* Providing professional translation & administration service to customers;

e Filtering phone calls to the boss;

e Other work arrangements per requested.
Candidates who are interested in the above position please e-mail your resume in both English

Kand Chinese to http://www.recruitment.globaltrading.com J

Resume 2
RESUME
Personal Data
Name: Maria Li Gender: female
Date of birth: Oct. 20, 1987 Marital status: single
Tel.: 13086216919 E-mail: licx@yahoo.com. cn

Position Applied for
An executive assistant position utilizing interesting, training and experience in office

administration.

Employment
2007, spring, Huatai Foodstuff Co., Ltd, Foreign trade clerk, found new customers from the
internet, and published product information;
2006, summer, Shanghai, English governess, assisted two children whose English improved
from the 1/3 to the 1/5 among the class;
2005, summer, Longhai Export & Import Trade Co., Ltd, Sales representative, Sales raised

with an average of 8% monthly, compared to previous rise of 5%.

Language and Computer Skills
English: have a good command of both spoken and written, especially proficient in writing
and replying business letters, passed CET-6 in 2006;
Korean: grasp essential knowledge and basic conversation;
Computer: excellent skills in Office 2003.

Education History
2004 — present: Phoenix Polytechnic, Business English;
2001 —2004: No.1 High School of Linyi.




Achievement
Won Major award in 2006 and 2007.

Qualifications
Professional Certificate of International Business English, 2005;
National Foreign Trade Documentary Manager, 2006.

Personality
Impartial and detail-oriented;
Strong management skills and team spirit;
Ability to deal with all kinds of persons effectively.

References: Available! on request.

REfFEIRY, RIfREIRY

1. available: capable of being gotten; obtainable

There is no obsolutely correct way to write a resume but it is generally recommended that it be
brief, organized, concise, and targeted to the position being sought. It is usually composed of three

parts: heading, body, and conclusion.

Heading
This part contains your contact information, such as your name, phone number, address, e-mail,

and other details. It can also contain an objectives subdivision or a highlights subdivision.

Highlights Subdivision
The eye makes first contact with a page somewhere one-fourth to one-third of the way down

the page. So it makes sense to put at that point your very “best staff”’, such as your most important

qualifications, your key skills, and your key work experience.

Objectives Subdivision
You can describe your key objectives or key qualifications separately. It is similar to a highlights

subdivision, but shorter and in paragraph rather than list form.

Body
You can present details of your work, education and military experience. The information should

e O PET LY , o




be arranged in reverse lironological’ order. Besides, your can also include your accomplishments like

publications, certifications, etc.
There are many ways to present this information: you can divide it functionally into separate parts

for work experience and education. You can also divide it thematically into separation parts for the

different areas of your experience and education.

Conclusion
Other information on your background can be listed here, for example, your activities,

- professional associations, memberships, hobbies, and interests.
At the bottom of the resume, people often put expressions such as “REFERENCES AVAILABLE

ON REQUEST"” or specific reference information.

1 chronological: arranged in order of time of occurrence  $%I5} 8] % A= I FFHES Y

. Use attractive design;

. Match the headings to the job;

. Write convincing content;

. Be specific and use numbers (0123456789) when describing your duties and achievements;

. Find key words from the job description/responsibilities/requirements in the job advertisements;

. Meet your prospective employer’s needs;
. Target the job: adjust your resume and cover letter for the specific skills an employer is seeking;

00 N O L A W N =

. Usually, a resume is typically limited to one or two pages of size A4 (the best control for one page),

going together with a cover letter;
9. It is obligatory for a resume to be typed or word-processed, not hand-written.

L. Complete the resume with the proper form of the words or phrases given below.

a. Electronics and Computer b. E-mail

c. Have a good command d. Obtain

e. Academic main courses f. Outstanding student
g. software engineer h. Computer abilities




Zheng Yan
Room 212 Building 343
Tsinghua University, Beijing 100084

(010) 6277123 (1) : billyzhang @yahoo.com
Objective

(2) a challenging position as a (3)
development.

Education

with an emphasis on software design and

Dept. of Automation, Graduate School of Tsinghua University, M. E. (Sept. 1997—Jun. 2000)

Dept. of Automation, Beijing Institute of Technology, B. E. (Sept. 1993-Jul. 1997)

C))

Advanced Mathematics and Statistics linear Algebra

Engineering Mathematics Numerical Algorithm Operational Algorithm

Functional Analysis Linear and Nonlinear Programming
() I

Circuit Principal Data Structures Digital Electronics
Artificial Intelligence Computer Local Area Network

6___
CAD, AutoCAD, MathCAD, C++, Word, Access, Excel.

English Skills
(7 of both spoken and written English.
CET-6; TOEFL: 623; GRE: 2213

Scholarships and Awards

Guanghua First-class Scholarship for graduate (Mar. 1999)
(8)____ (Nov. 1998)

Academic Progress Award (Apr. 1997)

References: Available upon request.

I1. Put the following expressions into English.
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II1. Write your own resumes to apply for the following job vacancies.
Job Ad. 1
(" EXECUTIVE SECRETARY

We are looking for a competent person to fill the captioned position:
* University graduate majors in Business English. Prepared to develop career in the commercial field;

~

* Outgoing personality;

* Able to communicate with different levels;

* Good knowledge in PC operations;

* Proficiency in written and spoken English/Mandarin.

kFor more information, please contact ABC Company at 86 10 8762 8888. )

Job Ad. 2

KA famous foreign company is looking for a talent people to join their fast growing team as an\

office assistant.

Requisite Education/Experience:

¢ College degree, preferably major in English/Literature or relevant;

* At least 1 year’s relevant work experience;

* Excellent communication skill in both written and spoken English and Chinese;
* High capabilities for taking personal initiative;

¢ Excellent skills in Microsoft Office tools, Word, Excel and PowerPoint;

¢ Detail-oriented, good personality and be very patient;

* A team player with good interpersonal skills and be able to work independently.

Responsibilities:

* Coordinate and arrange meetings, prepare agendas and set up conference calls;

* Compose and prepare confidential correspondence, reports and other complex documents,
which may be sensitive in nature;

* Arrange complex and detail travel plans and itineraries, compile documents for travel-related

meetings;

k * Prepare expense report for manager. J




Word Bank

Personal Data (1> A ¥ Eh):
date of birth HAHH birth place H A b A,
native place £y nationality Rik, EiE
citizenship E £ current address H aijab it
permanent address 7k At postal code HR B 4Rh
gender 51 marital status AR I
number of children %z A% health/health condition {&EEIRIT
ID card No. HHiE5h membership R, T
Goal CRIF H #7):
job/employment objective B0k B4x, LYEE#x  position wanted/desired 7 ZHR{L
position sought R ER AL for more specialized work 4% | 1) Tk

for higher responsibility A% & Bk LIETIE for wider experience AT K LELLE
Education Background (& # %):

major F& minor gl
curriculum included RERE courses taken/completed  FrZFiR B
specialized courses L TRR special training e RIS
rewards & 47| scholarship Ay b o
student council el tutor FREZLM
governess K REZH degree =¥ 172
doctor/Ph. D. Lt master T/
bachelor i

Work Background ( LfE# i) :
professional history HRV£3[H social practice HEsSok:
summer jobs SHAIT1E vacation jobs {BRHEA T /E
intern | achievements THEREE, Ib&k
be promoted to T A be proposed as IR A, HIEES
job title )i 2{ DA well-trained VIZEE &R

employment record/work experience TEZH
Personality Traits (1> A i Jifi):

considerate (2310 cooperative A A TERRY
diplomatic 25K, BERIEH disciplined PR
dutiful R energetic =k R 1]:0)
generous TEKER impartial NIEHY
open-minded s 0] original AiueIH:R
painstaking =Ty, ZIHEr practical SERREY
realistic LKA reliable BNES 1:pj
responsible MY

), msxsss o




Interests and Hobbies (24883 &f):

playing the guitar SRt reading 58] i%
playing chess Tt long distance running g
playing bridge FTHR A% collecting stamps D
playing tennis FT MR jogging -4l
sewing 487)) travel yiji3)i:3

listening to symphony  AfF A2 ] =

Resume 1

[Linda C. Holland

861 Lakeview
Birmingham, MI 48009
Tel: 248 375 5021

Education

Georgetown University, Washington, D.C., Bachelor of Science degree in Foreign Service
from the Edmund A. Walsh School of Foreign Service.

Major Field of Study: International Relations, Law and Organization.

Minor Field: French and Economics. Graduated in December, 1995.

Birmingham Seaholm High School, Birmingham, MI. (1989—1992)

* Graduated with High Honors

Professional Experience

Twenty-First Century English School, Beijing, China

» Taught English to adults at all levels of fluency (Sept., 1997 — present)
Hang Tian Aerospace Key Middle School, Zunyi City, Guizhou, China

» Taught English to middle school students age 12— 18 (Sept., 1996 —July, 1997)
Private English Tutor, Birmingham, MI and Washington, D.C.

» Taught literature, phonics, and writing mechanics to non-native English speakers preparing
to take the TOEFL and GRE (Jan., 1993 — Aug., 1996)
Office of the Chairman, Department of Medicine, Georgetown University Medical Center,
Washington, D.C.

* Computer Research Assistant for the Chairman of the Department of Medicine
(1994 —1995)
The Georgetown Voice, Georgetown University, Washington, D.C.

* Assistant Editor of News Production of weekly news section of paper using Macintosh

software. Production responsibilities included writing and planning of stories, copy-

editing, extensive interviewing and fact-checking. (1992—1994)
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