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BHRE BAE , AR AL, BAR B IRBTIER RN
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HARNE BT8R o BIHEE, EERBUSE W T LA

(1) Clearness(B3 T ) SRIMFE R HRIRK T/, FH AR ER
T %, FESET, EAA MR, B RRE A A 4,
B BRESN, FREA-B TR,

(2) Conciseness(®i% ) : XFE IREH, LHERIHFULHE
% ARERBEXNSE, TRERED, PRAESA, 8 RHKRANR
8

(3) Correctness( A% : Vit B BiEF BIRAVER, BER R
FEBEEXHFHIBAE, XN, ARESENZHAN, S
B SRIUE o0 G 8 i £ 600 A A FIB A

(4) Politeness(#L81 ) : FHEBEA LK MEYEX T, X EU =
WA AR R I 2 PUE , SEEA R AT,

T EEEERIPEU T B ERALE, BN ERUTILA:

(1) EMBRRAELRH ., HEFWHE, TXTEES, FHEH
might be, would like to, wish, it seems to me that, although, should like to
feel, provided, if $#&FEBWES FHHRKAMHK B HIL,

(2) IRAGTRBAER T, RFEEFRIR, 5 FROL, 7]
LSS BB R (AR E R B F AR I X, EWETER £, B
AR TURER B

(3) FETHBRER. FURANEHCHEN BEELH
EE—BLLAFTBREASKACKEBIRERBLINAER,
REARBERH SEEARHEN TR RR, ,

(4) FXEBSEFENBLHLE, BRERMHR. WRAEER
TR, IFRAR K TH—0 T, iRk —E XBERX B T
fLE o

(5) BREBERAN, NREEHBEIRED, HAERE
BRRD? FIEEAREM T RRIER B T RO 8, 8
e R
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BV REABRIMEMHRI

BEEIFRBE , ABERSREBESENESAR, MERE
BRERPSMWFENMETT, S0, A SR SRR BUE 1
KEEMILZ.

BRI A RES | R A 5 X R # 1  (Attention ) , UK
Al TR VR SR (Tterest ) , A ik T AL Y 5 81 BK 2 (Desire) , SR 1
{1 R B — 5 8947 30 ( Action)——3& FIR AT 2 HE, #E T R AR

(—) Attention

EiHERA R AAZHR IR SRR S ER, RBUR B
BANRFRE—PR,

i, EXASRAHRENER. BREE—BEXR A4 5%
(4% , BT LA SRERAS o L 6 F AR K/ MO SRR B AR , A B HIALI K — &
MEEREESETH, .

ok, REUSMKERET— T A4 BIAK, RN, @&
FiEL AR B AR G R BT O 2 8 T ok, TR AR Y b 45 LASR
VEZE L BE AR DUE SR RS B B — R R VR A/ DR B R, B
B ARWEE IS,

(Z) Interest

BORIRE A B X, BABUE A BFRIPESCRFFR BT

Ko .
it SR B B B (5 A B9 RRIERL A&, 2R LA To whom it may con-
cem B, Dear Madam/Sir RIS A, AR 15 B AR %0 1z Y 49 547 F R
(I 2, A R SRR SRS T o SRR RIE A~
SRR N R, R EEH, R AN R FEAEREEA A

~HLER,
TF SCAOFF Sk BOURBUR FEI A B3 2 B K 588 , — UL 154 A 4 R B
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FE R R AR R AL S B ER

MRGFREBRAEERPH, T XRERA TG Z
BRI AR L, . |

1. Please consider me an applicant for the information processing posi-
tion that you advertised in today’ s China Daily. As a result of my training at
the Yian Electronic Science and Engineering College, I am highly proficient
in using a number of the computer programs most widely used in business
and industry.

ALRMEAHELESRG(FTEBR)BHS & T HEEL
BRBE, REAMEL TP ISR LI, RERFEHF
3 IHRS AR ENAELS

2. 1 am applying for the position of accounting clerk that was advertised
in the 21st Century on Sunday, May 15.

FBAMRNES A 15 0 ZRANQ1 SRR RIS & TH
23t R R4, |

3. The position of assistant buyer, which you advertised in the May 2
issue of the Beijing Review is one for which I feel well — qualified. Please
consider me an applicant for this position. '

£S5 A2 BRGEEAN) LA RKH AR, AER
RABAL, B E P H,

4. 1 am interested in the position of quality control supervisor adver-
tised in the Help Wanted section of the Aug. 16 China Construetion. I
should like to apply for that position.

ARHES A6 BH(PRARRIBBEEL FHRTLE
FAK —BRIR RS, A B B iE,

IR 2 AR B R, T DATF Sk UL AR A
- :

1.A mutual friend, Mr. John Aitken , has suggested that I write to
you concerning a position as secretary in your company .
— 8 —



F—8 RBEKRESHEAR = &

FMNARGMA—L 8 LR TR E T NE BTG 0 H
F R4,

2. Your company has been recommended to me by Mr. Yang Jian, the
placement director of Hangzhou Commercial College, as one with exceptional
opportunities for those interested in advertising. I should like to inquire
about a possible opening in the design department.

RN ERK L SANESOHEELARBEE TG, BTN
AR ERGE S RIS, AMBBWF L BOTRATAE
BRI,

3. Ms. Qianjiang, a member of your marketing staff, has told me of an
opening for a field sales representative. If so, [ would like to be considered
for this position.

FAE FHEFER AL EFA,RNASHEREOIAL
ik, RAsE, LB PHRRAR,

7 B FRBRET , I SCHG IF 3k By AT AT 4 B0 18 & 5| AR BT R & 19
g, .

1. Do you have an opening for a computer programmer? If so, I have
two years of highly successful experience in writing in the C and COBOL
languages.

%A E B ERAA R DT KA BFA C#E S COBOL# S
GEROBRIEH, -

2. 1 believe my Qualifications for human resource development position
will interest you.

HAE AL BT REGAN RRITFEER AR,

(=) Desire

H T HEBGERE A R B AR GRS, RS FERBUE PR
YRIGHIE LT RGED . EEEENE REXEABEEHRE, AL
M4 BB —EERRGHEMH R RRRESEEN=
AR SRS HFRE AT, W
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1. Undoubtedly, you want a secretary who can take dictation rapidly
and accurately and process documents with current office processing pro-
grams efficiently, a secretary who has a thorough grasp of secretarial proce-
dures — filing, telephone duties, letter writing, and mail routines. My fruit-
ful education and training at Da Tong University (detailed on the enclosed
resume ) has prepared me to handle all aspects of secretarial work competent-
ly and confidently.

EREF, RNEZIHGHE SRR BARRMENITR,
ARATH DA RFRABEF I, AL ER S AF L
Moo EEE BIrwiE AR EH SHLEF REXAKXT
BETREARMKOBERING ARCLARANRES BHHEY T
HemAF L £ GEHERRATHR B ) o

2. A summary of my qualifications is enclosed. As you will see, my
training at SuZhou University was very comprehensive. Not only did I com-
plete all the accounting courses offered by the university, but I also self -
studied personnel management economics, statistics, and economic forecast-
ing and decision — making. In all my courses, I consistently ranked in the
upper 5 students of the class.

Of particular interest to me in the accounting course was computerized
accounting systems. In this class we learned the applications of accounting
theory to automated procedures and equipment. I am especially eager to
work in a large organization, such as yours, where data processing is used
on a wide scale.

REAEME—BH, hTA s, REFRNXFRIWOHT
R @b, AREBET ERFEASHLHRE, HLAFT
AFEE afF it F. 2RENE REAFRE, EITRBER
HHFLEWEE,

A B AR ERER S, B NTRET, KT
THREHEAWHEAAT § HHBERES, ARAFERARKE

— 6 —
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1A 7 4% R Fdsk B AR 6 KA 5] T4,

(1Y) Action

RIRR 0 i R R S K R — R S U8 L
2, BHENERE—-BEEER B EAFER, W:

I can come to your office for an interview between 9:30 a. m. and
5:30 p.m. on any weekday. My telephone number is 0451 — 3325872. If
you would prefer to write, please use the address at the top of this letter.

REZH—EEMEN LF9:30 2T F 5:30, HTRARMEHL
@K, RHLiETHR 4513325872 , WREBERB R
&, AR kR AL,

548, K7 E R A B B S AR BHRIER , AR T IR VYR B
E—3E,fEF W EIRE, EH CE AR, T LT
Dear Mr. Li,

Please come to my office on ____at ___for an interview.
Sincerely,
R
W (EDE_ GhE)REK,
ik 4

R RSRIRE R A, MR R A R w4
AR S RAT . XEETT LR R BRE A A B BRI E
M. B, REMF L AHEMAIREN. .

Would you complete the enclosed postal card and drop it in the mail. I
am available at any time that is convenient for you. If you would prefer to
telephone, my number is 0742 — 2744325.

HRABHMER, R ARFRGEFHE, LRERBD
Ko tmREAM €EBw R 5, 6T HR 0742 - 2744325,
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SOREES Heading

(2) {5t Inside Address

(3) I Salutation

(4) [EREX Body of Letter

(5) WRiE Complementary Close
(6) &4 Signature

(7) Bt Enclosure

1.153k Heading ‘

ELBEEANBA LR il BIESH RRES S H
FEEEAN, BLEREL B RETH., ERTEFRPRE
. IR FHENSF ROME A, MK AR i it ST (BB D ER KA -
i RETEHN TS FEEREE, Fx0ERRERIEAN—FRE
R BME R 8L i B i, EFRE RS RETR.

E SRR R B AEHEARMITESHE, 56
BE S B AR , 20 : 3 Hongxing Road (I B 3 5). AREESH
£ P65 A6z, BB 4 BRI AT T 5 A0 5 43 5 R East(E)
, West(W), South(S) ,North(N) I Central 5, W:9 N. Jiefang
Road (BHALHE 9 8), MBAEBEEHH/ILSHEILATE, WHEE
BB 745 S5 2 J5 , 11: 16 Central Guanghe Road, Apt. 206(J6
T % 16 2 206 EH]) . Apt. & apartment KIS , RERIE, =R
HENF fat, flat BEE, HKEERL M (R)E, FLBTUA
DIFI(H I8 &, FENTARNSETEASE, REMNAX
ZEHTUEE, MR EAF—TEAT, IS RMRT, BRHS
BR— M ea gl 5 —47.

BEEAH. EREMEMBEAMARF: © Nov. 2, 2003

— 8 —
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(2003 4E 11 A 2 H) ;@12 June,2003(2003 4 6 A 12 H), HHPOm
HERENER. SHHNBEFARRFREIE, XHEEAS5IE
R, i, 6/10/2003, 35 E A e BAE AR, 2003 4E 6 A 10 B, ik
NEEHER 20034 10 6 H, B4, ARBHETRANANNES
2, 121 A Bk May, June 1 July = MAIE AR 5 M FEEARTETIL,
HABEREEA,
2 f5A AL Inside Address
SRERME B3 P bk 2 UUE A 42 (il BRAL, 0w . B4R
BNt — RS A5k TS — BTt , BEGRNAL, TBE,
fENHHER SfEHE M EEARE—B. %A Mr. (Ms. .Dr.Z
KRB, LS R EERARGE AR
HSREMET S, WG AL At — B A = E 0. WRIK
RSk BUE R F R IME RN Bk BT S AR RREF S
Ao HIRAFEHERFTAE, BAGREERREERZEN
MRTEA, MBHRELBNE AR, —BERBPEEHEMHA
BT, TAEHWEAN W
WBAEANLARAAN:
Mr. Allen Smith
Yun Qing il Company
207 Huai Hai Road
Shanghai 200000
¥ 5 4 7 : 200000
LiERES 207 5
BT H N E)
- HEFEMAE K
QIEARENMARMBRATA:
The Manager
UniTech Elecronics Corporation
216 Dahua Road
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linjiang, Guangdong 519032
o B % 7 : 519032
FREATFREYS 26
AL FAE

28 K

BB AR B AER:
Personnel Department

Shumei Textiles Industries

6 Nanchang Street

Wuxi, Jiangsu 214001

R 4 £ 1214001
IXERBTHEH 6T
A£G R ELAE

AEHR M

3. %" Salutation

W5 A BORRRE R B B —AT & T A sk — . 474, AEL
MAHNTRER, 5ERIERE—THF, FLNE-HNEE
ZAME-NFRERRE , KEBHE S, HEEMINE AIKEM A
BS.

FHERENHRITEE EAMBEAXRWAR MR, A
B, Xt AR B9 5B F L B0R A Sir, Dear Sir, 80U A Sirs, Dear
Sirs, 2%, Gentlemen. Gentlemen Bl I Al Dear, G B B MRS . FRIF
Lk, BB Madam; Z 8 Mesdames, Dear Mesdames, 534}, 7]
TEWS A R T b RS RAERRIE

Dear Sir: FEOAEE
Dear Sirs: FEGEEM
Dear Madam: FEHLE
Gentlemen: &EM

Dear Mr. Sun: FROIEE

— 10 —
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Dear Mrs. Shen: FEekhkt
Dear Miss Gao; FEHGHIHE
Dear Ms. Ren: FEOELE

WMRERFEARTERAE A RS, WA A To Whom It May Concem
FAERRF, METHEE.
4.1E X Body of Letter
EXRRPEEEEZNRS, RESBH 5, FEBRT
1E3C

OFERPE A ER TBHRER AR SMAERTER.

Q—KEATUMET (F). MR —-HKAFERZHW=1T,
BEAES —KE, MBREIT(E) BB —KE L,

QHiE RERE A IE AL FURF A BIBRIE T 07, 3T(B) it EE —
ENTEH. BEZRENZ—17.

@ECREE W E X ERE PO BEAEETBE. EXNE
Aul AE BEMERE. BN EEATES.

GRBEHEA MR R FRF LR, FBIF L THRITHRE o
ERFANREHY, SRIT KNS HEFHE, WRE B, NS
Dear Mr. 5, Dear Ms. F1 {75 M X 5%,

5.25%1iE Complementary Close

LB REE AR AR —Fh R, BEEX FTER - . =17
g, R 5 —47, NS b R SR A R Fr . S— ARk
FREAKE, KRBAES.

SHIHELE M Yours + B8 EL, FEKAREFLH Yours
faithfully XFE R, Yours BCTE faithfully KIRTT . 7EXRERXKET,
%5 Faithfully yours X HTE K, 8 yours H7E Faithfully ZE. B
Yours — 1] 7] 44 B
an:

Yours truly, Truly yours, ke
Yours faithfully Faithfully yours i3 K]
-1 —



