e L5t ol R R —



EEERLE

RINBISH 3RS

IHRE #HE 2 F REB

AUE b R 5 H A



E#ER%E (CIP) &g

RERDBE B 2208 / AR, B, XEHE.
et U Tk R iRk, 2002.1

(2 REMS)

ISBN 7-5639-1009-3

[k, 1.O%...0#H...0x... I Pk
F—3mE  IV.H31

H LR A P A3 I CIP B A% 7 (2001) 5508858845

NEEENLE
SKERN B RKIE
YKE mEE x| E RwE
At Tolb ks R it R & AT
HR% 100022  HLIE:67392308
ZHIF IR S
it BRI BRI BT
002 1SR 20024 1 A% 1 K]
850mmx 1168mm  32FF4< 8.25E3K 21715
E%%: 1 ~ 500014
ISBN 7-3639-1009-3/H-57
EH:12.00 7T



FERDTUTE D : B—HHNEKRRENTE, HRT
FICRIAENESH B EHENEE, URECKREPHRR
FFSNBEREE, AR TR XRICRRENE T . £
”Bﬁhﬁ%ﬁﬁtﬂﬂ%ﬁi%&@“ﬁaﬁ]ﬁ-?o BE=BHEENE
TN SKRABROAME
B, SEIUERD AT EBIERER
FRIEMB,

EBAKABER, XE
8 NRICEHPHNERA
CHESHREEL IR, B
i, A PER —FEITKIRE
Z2EFTH. LR ER/RIEKE
HEIRE,




H =

Contents

TN Weitinng Skills of Fagfish Let-

ters of Job-application
F—8 ECRRENBE - (1)
— o BESTREREHLER o vvoermreremmrre e e (2)
[ | 1. 423k oeerremrerremmmmrermrn e (3)
O] | 2. 4ERMAE  ceereoemerermanretiiiees (8)
@ 3, HRRFFE coerereri e (11)
B | 4, AZEGIE S cvvverreevrersrnmnerenennnim (12)
@ 5. %*#L-ﬁ] ............................................. (17)
O | 6. 258 <rocomrremriemenmesntiniiiiii e, (20)
@ 7. ;;ﬂ—,ﬁ_ ................................................... (20)
= *i?ﬁﬁﬂ%ﬂ‘]ﬁiﬁ .......................................... (23)
=. {%—ﬁ ............................................................ N
M, SRS AR AR B IRARE oo (31)
. ii*ﬂﬂ%?ﬁ% ............................................. (42)
@] 1. 5}53;{4';_—:;'@{;,] .......................................... (42)
@ 2. ﬁlﬁ-’f??@/ﬁ‘] .......................................... (70)
| 3. r%ﬂﬁ&;‘i@.} ................................. (105)



AEBER A

Clpicr 2 LI

ETET B O e (155)

- Eﬁtﬁm% ................................................... (155)
O|1. 4&%%%@”@» .................................... (155)

@ 2. Jl\%._.’]:%» B OEFDT?  ceeeeeeeeieieniiiiie. (160)

o ! 3. 1’4’1@#&-‘4&}4‘]’2,#6‘]14‘?? .................. (165)

. Eﬁ:;’ﬁgu ...................................................... (171)
=. Eﬁt;‘£§$1ﬁ ................................................ (192)

EETE) Othicr: Correspondence Relat-

ed to Job-Inmting

g=& BXKEVEMEH - (197)
@ 1. ﬁ.ﬁ}ﬁ ................................................ (197)
@ 2. E]% ................................................ (210)
o) | 3. ;}ﬁ%{—é— ............................................. (219)
@ 4. ﬁﬁj& ............................................. (232)

Ap[iyilgowr’ﬂqinme

SIS BICEBERR oo (284)
@‘1'@%35*9\ .................................... (244)
] 2. WAERAEJ & creeveeremermmnesnneeeees (249)

@ } 3. _é:‘béj ................................................ (252)



FSN-R YA E X

Writing Skills of English
Letters of Job-application
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H#§ Date
X% {SPHHE Inside Address
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A R PR L 24, IR AR A, B
WS ES B Bast(45 N E.) \West(4 B A W.) . South (45
B3 S.) . North(%E X N.)Hl Central X1k,
=32 W.Huaihai Road
WA 32 5
56 Central Minzhu Road
REHHKS6 5
271 N.Zhongshan Road
FiLdbgE 21 5
OMBEEE B EXGEEILSHEILAT, MEETESEE
HHEITMEHEZE.
#32 W Huaihai Road, Apt.34
WHEPERE 325 34 15T
[EEApt. & apartment # % 5 , (539 & % X F5 9 A 2k, X
£3E0 A flat, REB)AFEETH RS
OB BRI TR E A I A ZREHE Ry B o] 7 =,
F room KiK.
»p32 W. Huaihai Road, Room 202
WETER 2 522 F
ﬁNﬂ%ﬁ%%&@J%ﬁ&%%ﬂE,ﬁKﬁﬁ)ﬁ flooro %
BHEAKIEN Tk, B—2H the goundfloor, 5 /2N the first
(1st) floor, UK K HE W EDL, NE —RBHE, B RIS, B
LSRR, Fl JEHLERIE B 8th floor,
= Room 901, 8th Floor, Tiandu Hotel
KEPEEHEILE 901 E
Room 101 , Groundfloor, Tiandu Hotel
REpEIEHE R 101 F
Room 201, First Floor, Tiandu Hotel
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REEEHE R 201 F
Room 401 ,3rd Floor, Tiandu Hotel
RAPEME R 401 =
FIELEEE T LE-FPYFLSS P IEF F -3
A IUE, RE MR,
= Room 301, 3rd Floor, Tiandu Hotel
KEBEEFE=Z 301 =
5345b , floor (T E R, F, 40 :6/F, 552
ORERX % (B8 E M) &, FLBRMT I AME
(M) % . FETZHEZIARRES .
w58 Xigejie Road
Xuzhou, Jiangsu
China
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W BHATRERAKRZE, HA SEMZE, FHES,
1] B R 2 R 2 18] A YA B R R SR T
=58 Xigejie Road,
Xuzhou, Jiangsu,
China.
July 14,2001
58 Xigejie Road
Xuzhou, Jiangsu
China
July 14,2001
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) China National Leather Product Import & Export Corporation
Dalian Branch
10 Xi An Road, Shahekou District
Dalian, China
oA S K B S s DA B RS A F)
W E K& O X% 10 5
English Major
Foreign Language Department
Nan Fang University

% 58 Xigejie Road

& Xuzhou, Jiangsu

* July 14,2001
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wpa.Mar.3,2001 (200053 A3 H)
b.Jan. 8th,2001 (2001 45CH 8 H)
c.17 June,2001 (2001 4-6 A 17 H)
d.2nd April, 2001 (2001 £ 4 A 2 H)
PENUMERE,afMbBTEERERE,c MdBTFRER
B, AP aNEERIEE, XEMERHBRERTE. 5
Ah iEE R0 R A —F4E A . BE AR TR IS
BB B M B B, . 4/5/2001, ZEETERNGE SFRAEK
HE, XS EH, EXHEEAEZIIERE,H 5/6/
2001 2 E ] 2B N June 5,2001, T EXFFENEE May 6,
2001, BEEIERPEMRAERNESE.
[ExzamaEsER & TILE:
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a FMNE 4L, AEH 98 RHF 1998,
b. AR BHRATAXNNKNESR, F =4 A B May (L
A), June(75 ) F July(-EA ) =AM EBEAR R AN FEA
AR E N, HRHAHREILN.
® Jan. (January) Apr. (April) Oct. (October)
Feb. (February) Aug.(August) Nov. (November)
Mar. (March) Sept. (September) Dec. { December)
c. B AW, EXEE —MA 1st,2nd, 3, 4th, -,
30th,31st 4R, XXB¥ELH 1,2,3,4, - ,30,31
BEYOA,
¥ EEIER AN QRS BRI
a. AR 24P ARE R
b. B 8. AR RAA%E, AR EOEH th,st, %, 7
MEAC)s |
o B4R FIBTRAAECT 5
June 13,2001 ; July 14,2001
June 13 34 : June thirteenth , 7T L June the thir-
teenth
Bl TR B, F S PR SO B B,
th, nd Fl st FHAIARE .
B, &4 —F ERE A0 BB, 0BT, RisZ H
— A —4E BT HESY
=4 May,2001
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2. &t Inside Address

1ERM B AEKAEA B LA F, BB YEA
HIIR EHERCEE TREAGR L FL KA
LEBEELAEL, EREEETR, LARMKEA
B2 Fedb ik BAAE XA, 43 Rk B A4 3 —
o, KAZARIEE, B X T4 A B AE 3B R R,
ATHFEEER,

6 (= it B (S AN 20, (R Sk T EE — AT AL, M
RHBEMF S5k BAME . HEEMNERESHEEHT UGS
E 1 :New York, N. Y. AEEA M WALH, — B,
DIE R R £4T, BR 4 FH— R 5—47. mEAEA,
IR R B A I R—1T.

EFEFEE, TN ELZEEEERA RA X ABYT
B ¥F, NAE ST
KR LA SRS B EE RS TR, RN
455 B SE O B EAR Do
=) Jameson & Sons Lid.
36 Tower Street
Toronto 4, Canada
AT REHEE AL, ZRAIRTESTEM
AL BRI R AR
=¥ 3, : Jameson & Sons Ltd.

34 Madison Square

Melborne B.C.2

Australia
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3, : Jameson & Sons Lid. ,

34 Madison Square,

Melbome B.C.2,

Australia. -

[ R4 M HE P B EMAE AR S, &5 74 4 (Tic

tle), T @2 &AFAREGM &,

Mr. (Mister) Fl T35 4%, &t "HWER

Messrs f&#%:1517] Messieurs 4R 5 X, AE Mr. IR 50 , A1
2F Gentlemen,

Mrs. (Mistress) Fl TR B L, EEH LR EK, &
“RA KK ZL"HER

Mmes . 2 #1517 Mesdames FIZE 5, N Ms. FIE L,

Miss FH FRIELHE, &“/MA"HER,

Misses & Miss FIELEL, I TRECRIE L

Ms. B “@t"MEE, BEATFRAE L, T RE Lk,

Dr. (Doctor 4R E ) 1.

Prof. ( Professor 455 =) ##% .

Hon. ( Honourable B 45 53X ) A Fili & IR K B %
MY

Pres. (President A E ) A TFHFEF R HBLH K.
KEFBKE

Rev. (Reverend BIZE5 =) BUH .

Father P44 .

SRR R S TE W D B RO A A AL R
SRR ERE R T RS, IR 4, i3 IR & B v A AR
BEBORBUEB XA Ao WRAR 45 N AE B s A FE h e
IR, I AR RS B AR A R A IR
HAEN BRI EH AFE, S EE AR BRI ASRT,°]
UARBHEAN.
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Mr. Sam Adams

Ewart Leather Product

Import & Export Corporation

36 Main Street

Toronko , California

U.S.A.
EEMAREREMNFEH R TR 4 36 5
EHRRERNRAEROAR

e - I X e Wi

»b. ELRBMAAANRTA

The Manager

Ewart Leather Product

Import & Export Corporation

36 Main Street

Toronko, California

U.S.A.
(ENMBEREEHANRTEEE 65
AR RS O AR

S8 W

e BHFTABAHAERT:

Personnel Department

Ewart Leather Product

Import & Export Corporation

36 Main Street

Toronko , California

U.S.A.
EEMABREMNFEHRETEEE 365
BB ERGHEROAH
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3.#RPEE Salutation

¥R FREATEAZ AR TE A e Lo —F
et AE, AR —AT, BAR ALY TE K— =47
s, RAXBAEAANLS LB MEXREENRT
Fo

B REARRE B F, BBCE H Dear Sir, REEXEA
HPREH My dear Sir, 3X H. Dear Sir % £<. XA Dear
Sirs, 3%, Gentlmen, Gentlemen B ASHIl Dear, /S E A S . K
WE4 i, B Dear Madam, B, My dear Madam, & $(H Dear Mes-
dames, 5%, My dear Mesdames. BA, drRT s AR & BT n b
HFRIE RAVERRIFE

TR SORBME i 8 — SERR IR -
wp Dear Sir:

FEMAE

Dear Sirs:

SEER A

Gentlemen:

SeAEAT:

Dear Madam:

FEMNL A

Dear Mesdames:

SEEZAAT:

Dear Mr. Hobbs:

EENBREE:

Dear Mrs. White:
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