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Application for the Post of University English Teacher
Dear Sir/Madam,

Your advertisement shows that you have some vacancies for Eng-
lish teacher. I am writing to apply for a post.

I am 22 years of age and will graduate from the specialty of the
English Language and Literature, Nanjing Normal University, at the
end of June.

I come from a family of teachers. Both of my parents are univer-
sity faculty members. I find that teaching is a great occupation.
Teachers impart knowledge to students and at the same time they enrich
their own knowledge. Besides, university teachers have more time at
their disposal and more opportunities for pursuing further studies. So I
have a long-cherished desire to be a university teacher.

11




HREERIISE

= e e 0 a0

During my four-year undergraduate study, I have been studying
very hard and have got straight A’s in all subjects. I have learned
some courses related to language teaching, such as Linguistics, Ap-
plied Linguistics and Teaching Methodology, and Psychology. My
supervisors will probe that I am competent in the use of English for
communication. The foreign teachers who have taught me say that my
pronunciation and intonation are close to a native speaker’s.

I have tutored several primary school and secondary school
students in different subjects like English, mathematics and Chinese. I
am patient, outgoing and conscientious. I have a harmonious relation-
ship with others. I enclose a self-addressed stamped envelope. Please
write to tell me when I should come for an interview. If you prefer to
phone, please call me at (025) x x X X X X X.
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[ . Application for the Post of Secretary
Dear Sir,

According to this morning’ s China Daily, you want an experi-
enced, efficient secretary. During the past eight years, I have served
in that capacity for two prominent executives, both of whom will
vouch for my efficiency and dependability. They are:

Mr. Matthew Dawson, Hollins-Borden Company, Beijing of-
fice, 1994—1996.

Mr. Robert Thompson, ABC Company, Xi’an, 1997—2002.

I am 31 years of age, a college graduate, married, and the fa-
ther of two-year old boy. I am in excellent health, and am told that I
make an especially good appearance for a secretary. My former asso-
ciates will tell you I am neat, accurate and painstaking in my work;
that I am tactful and courteous; resourceful; loyal to the job; and of
pleasing personality. I am well-trained and experienced in all the many
duties and responsibilities of a good secretary; and I should like the op-
portunity of coming in and talking with you personally. May 1?7

The self-addressed card is for your convenience. Just write on it
when you would like me to come for an interview.

II. Application for the Post of Chief Accountant
Dear Sir,

I am applying for the position of chief accountant advertised in the
April 18, 2002 Yangtze Evening Post. 1 believe that my qualifications
and experiences will interest you.

You will notice from my enclosed vita that [ am employed as an

acéountant at Wuxi Machine Tools Factory. I am quite happy with my

| 4
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present job. And I wish to move only because I am attracted to Nan-
jing, which was for several years my home. My three years of work
as an accountant have made me aware of many of the merchandising
and accounting problems. Super-vision of other accountants for the
last three years also qualified me for the position of chief accountant,
in which I understand I would be in charge of about ten accountants
and the entire accounting department of your company.

If you contact the references listed on the vita sheet, I believe you
will find that I have the ability to work well with others and the capaci-
ty to adjust easily to new procedures—both personal qualities that I as-
sume are demanded of a chief accountant. I am particularly challenged
by the idea of helping your firm make the transition to a data process-
ing system of accounting.

If you wish to contact me, please call me at my home: (0513)

X X X x X x x. [ am willing to come to Nanjing for a personal inter-
view at a time most convenient to you. Thank you for your time and
consideration.
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Application for the Travel Agent
178 Green Street
Rigby, ID 83442
(203) x x x—x X X X
May 21, 2002

£%3:

Mr. Pat Cummings
Owner

Sunlight Travel Agency
1140 Main Street

New London, CT 06320

Dear Mr. Cummings,

I am responding to your advertisement in the Brave Eagle for the
position of Travel Agent.

As my enclosed resume indicates, I possess eleven years of ex-
tensive experience in the travel and tourism fields. As the sole owner
of a tourism-related business for four years, I oversaw and advised
thirty host homes and inns operating in the New England area. I was

independently responsible for maintaining accurate business records,
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purchasing supplies, and writing and editing all public relations mate-
rials, contracts, and policy guidelines. I enjoy writing and promoting
New England as a premier business and leisure destination, and would
welcome the opportunity to broaden my local attention to include the
rest of the nation.

In addition, my association with the Greater Connecticut Conven-
tion and Visitors Bureau and the Southern Connecticut Bureau as well
as the Connecticut Chamber of Commerce, has considerably height-
ened my awareness of visitor markets and related disposable income. I
believe my knowledge of current visitor trends coupled with my affinity
for customer travel make me a qualified candidate for a position as a
Travel Agent.

Thank you in advance for your generous consideration. I may be
reached at my home phone number indicated above should you desire
to contact me. I would be happy to make myself available for a per-
sonal interview at your convenience.

Sincerely ,

Chris Smith
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