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Module 1

Job Hunting

It’s graduating season again. As a college graduate you have to go o one
job fair after another to find an ideal job. But how? What are the most
important things you are thinking about? An effective job application letter?
A satisfactory resume? Facing the fierce competition in the job market do you
think you are well prepared with these things for the job hunting? If not let’
s prepare together right now!

ltem 1 Job Application Letters

Objectlives

In this item,you are expected
1. to be able to write a letter of job application.
2. to cooperate with others in completing writing tasks.

3. to know the basic format of the letter.

LD
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4, to get familiar with the useful sentence patterns.

5. to use the language freely and correctly,
1 A Test Case Study

Task 1 Directions; You are required to write an application letter according
to the information given in Chinese,

R FBUEEWMME XE —HRBE,

EEW,24 %, 0 FRETERER, TBAVEH, RTRERLR. F
THICSTFE, BES NGB 00 FM70F ., HHMWPE 14 ABCAFEKH
HE FEBEZATEBAZERE R, HEEHEMBX. SREOEHNN
2004 426 H 25 H.

Words for reference.

FAR2PBE Technical College 4>k Business Administration Hig5#T
% shorthand and typing

Task 2 Discuss in groups of four or five and compare the two letters and
decide which one is more appropriate and what differences are in the contents and

formats,

Student’s worksheet 1

Dear Mr. Manager, 6/25,2004
‘ My name’ s Wang Manli. I am 24 and graduate from Heilongjiang
,Technical College. I major in Business Administration and do well in all my
lessons. I have studied shorthand and typing,and the speed is 90 words and 70
:words per minute,

I hope to apply for the post of general manager’s secretary.

Yours sincerely,
Wang Manli

Student’s worksheet 2

Dear Sirs and Madams, ,
I’m Wang Manli, 24,a graduate of Heilongjiang Technical College. I am’

writing to apply for the post of general manager’s secretary.

>



Module I Job Hunting {

I major in Business Administration and get an excellent achievement in all
my lessons. I have ever learned shorthand and typing,and the speed of each is
90 words and 70 words per minute.

It would be a great honor for me if you give me a chance to work in ABC
Company. I am looking forward to receiving your early reply.

Yours sincerely,
Wang Manli
June 25,2004

2 Sample Analysis

Task 1 Read the following sample and discuss in groups about the different
parts of the letter.

27 University Avenue
BrooklynNY 11288
April 11,2003

Ms. Mary Jones

Director of Campus Relations 1
XYZ Corporation

54 West Third Street J

Albany, NY 10056

Dear Ms. Jones,

/] I am interested in applying for the sales representative position
recently advertised in The New York Times. Theskills I have
developed from my work experience and academic background
support my candidacy for the announced position.
_ As you can see from my resume, the internship I had with ABC
Corporation provided an opportunity for me to gain practical

experience with account maintenance. In addition, I have worked
as a waiter for the past four years, learning firsthand how to
effectively deal with customers and their demands.

1 would very much like an opportunity to discuss with you my
overall abilities regarding the announced position. You can reach
\ me at(718)123-4567. Thank you for considering me for this position.

Sincerely, -—m

Jobn K. Alborts J
John K. Alberts x

d b 6T

Task 2 Match parts a~k with the terms 1~11 below and compare your

answers with your partner.
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[ 3. Signature J r2. Body —l l 1. Complimentary close J
| 10. Date | 4. Telling whata job you're

applying for and how you

7. Typed name got the news 8. Inside address

[ 9. Salutation | Fs Heading ] 6.Selling yourself by
showing your qualifications
11. Closing by making a supported by experience and
request achievements

3 Brainstorming

Task 1 Study the following sentence structures and then try to rearrange
them according to the functions boxes,

1. I look forward to your prompt reply.

2. 1 have come to know through some reliable source that you have a vacancy
for the post of+:* in your renowned organization.

3. I am now a senior in -+ Department of --- University, and I expect to
graduate in +-*(date)with a degree in --- (discipline)

4. At present,l am working with-++

5. I’m interested in applying for the secretarial position advertised in today’s
China Daily.

6. I am 29 years old and a Ph. D. holder.

7. Please refer to my enclosed CV for details.

8. After graduation,] joined-:- and worked as---

9. I should be happy to tell you more about my experience in an interview.

10. For the past three years,I have been employed by-:-

11. I would be grateful if you can let me know the result of my application in
due course(at the appropriate time).

12. 1 came to know from your advertisement published in the Times on
October 8 that you have a vacancy for fthe post of :* in your esteemed
organization.

13. A friend of mine who works in your company informed me of a vacancy
in your company,

14. T graduated from the Capital Teachers’ University and can speak English

fairly well,and possess considerable proficiency in typewriting.

<+t D



i Modulel Job Hunting

15. I was awarded the prize of -+ (title)in +-- month/year for-:-(e. g. good
~performance in***)

16. 1 won/received the prize/award of+-- (title)in+-- (date)

17. Please find my enclosed CV for your reference.

18. I hope to hear something favorable from you soon.

19. I shall very much appreciate the chance to talk to you.

20. I would be very much obliged if you can give me an early reply.

21. I am enclosing my resume to provide further details about my experience.

How to begin the letter How to present qualification and
experience

How to refer to enclosures How to ask for a quick reply

How to ask for an interview

How to mention awards

Task 2 Match the job titles in column A with the Chinese version in column B.

A B Answers
(1) a construction worker B R ¢ )
(2) a mechanic B REF R ( )
(3) an electrical engineer 318 ¢ )
(4) a firefighter ot R ( )
(5) a flight attendant ITBRERRA ( )
(6) a computer programmer BATIA ( )
(7) an accountant =33k ] ( )
(8) a social worker B TR ¢ )
(9) an animation designer BEHR ( )
(10) a quality inspector HA LA TR R ( )
(11) a marketing assistant 5% ( )
(12) a market analyst B ¢ )
(13) a general manager assistant shiE gt iE 4 )
(14) an engineering technician HLR IR ( )
(15) a receptionist He R ( )
(16) a computer processing operator SRBF R ( )
(17) a secretary HifrghH ( )
(18) a cashier HeTHE ( )
(19) an administrative clerk AR R ( )
(20) a tourist guide TBHER ( )

4 Simulotion Task

Task 1 You’re a secretary major of Changzhou Institute of Light Industry,

5D
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graduating this summer. In today’ s newspaper, you came across a job
advertisement which offers a position of secretary in Changzhou Sunshine
Cashmere Co. ,Ltd.. You’re very interested in it,so you decide to write a job

application letter according to the advertisement below to try your luck.

A Job Advertisement

Jiangsu Red Star Cashmere Co. ,Ltd.
- Address:No. 25 Wuyi Road, Changzhou, Jiangsu Province

Postcode:213163

E-mail: hr@Redstar. com

Jiangsu Red Star Cashmere Co. ,Ltd. ,a modern cashmere garment company
located in Changzhou, Jiangsu, has the following excellent job opportunities for
creative, resourceful and energetic persons at its rapidly growing and fully
owned headquarter:

Secretary (Full-time/Part-time)

Requirements:

—Pleasant and outgoing personality;

—Flexible mind and excellent service attitude;

—Good computer skills;

—Good command of English,both spoken and written.

Task 2 You are a cashier graduate this summer. Read the following ads and

prepare to write an application letter.

Cashier
Full-time/Part-time
SMC,INC,is seeking cashiers.
Cashiers Must
* Be responsible
e Have some experience,but not necessary
* Be able to provide good customer service
« Be able to handle money efficiently
If interested, please contact the following location.
41 Jiefang Road
0510-86752288

s>



Modulel Job Hunting

5 Your Try

Task 1 Group Discussion

Q1. What’s the purpose of writing a job application letter?

Q2. What is the employer looking for?

Q3. What skills are required for the job?

Q4. What personal qualities should a candidate have?

Task 2 The letter applying for the position of a secretary is complete, but

the parts are mixed up. Arrange the letter in the proper order.

8 Mingxin Road
Changzhou, 213164
Jiangsu Province

Mar. 12, 2009

I wouid like to apply for the position of secretary §
at your company. And 1’ d like to introduce myself E
to you briefly. .

As you can see from the attached resume, I will §
graduate from Changzhou Institute of Light Industry g
next month. My outstanding record at school and |
some experience in business has prepared me for the
work you are offering. 1 used to perform several
tasks in my sparc time and learned a lot about how
to manage my workload well. :

Sincerely yours,

Li Lijuan

Li Lijuan

I have become skilful in interpersonal communication. In addition, I am §
thoroughly familiar with the use of computer, and with the Internet and E-mail
as well. Although I have majored in accounting for three years, I have a good F
command of oral and written English. I believe that 1 am qualified for the J§
position of secretary in your company.

AT i

Enclosed — resume

I am looking forward to a
personal interview at your E
convenience, if you decide to @
follow up on this application. [;
Thank you very much!

Jiangsu Red Star Cashmere Co., Ltd.
No.25 Wuyi Road,

Hutang, Changzhou,

Jiangsu Province

Task 3 Now try to write the letter of application applying for the post of

cashier yourself.

LD



T p Kk B AR

6 Writing Workshop

What is a job application letter?

A job application letter is a short and introductory letter written for the
purpose of getting a job, In the letter, the applicant needs to identify the job or
position he wants,clarify his qualifications,and requests for an interview,

What is the organization of an application letter?

An application covering letter is often organized in the following three-
section patterns:introductory paragraph,body and concluding part,

1. The introductory paragraph stating

(1) Why I am writing.

(2) What specific post I am applying for.

(3) Where I got the information to make the application ( from the
newspaper,a journal,a person,etc, ).

2. The body paragraph, highlighting qualifications in

(1) Education

(2) Work experience

(3) Other relevant experience

3. The concluding part,in which one may

(1) Request a prompt reply

s>



Module I Job Hunting

(2) Refer to enclosure(s)
(3) Offer further contacts

(4) Ask for an interview
Things to Remember

1, Before writing an application,find out as much as you can about the job.

2. Make a draft plan first with what you want to put in your application.

3. Clearly state exactly what job you are applying for-don’t make the reader
guess. Remember that the employer may have multiple job openings at any time.

4. Show how your skills and background match those the employer seeks.
Customize your letter for each job by identifying a few key requirements described
in the job description and showing how you meet them.

5, Use specific examples to demonstrate your qualifications. General claims
like “I am an experienced manager” are much less persuasive and memorable than
statements like,“In my last job,] managed a team of six people for three years.”
“I produced a newsletter at my last job,” is ok, but less impressive than “At my
last job, I produced 12 issues of a 6-page monthly newsletter on downtown
revitalization projects that was distributed to 300 business owners. ”

6. Describe the results of your skills. When possible, show how you achieved
specific results in your previous jobs. “I work well with other people,” is less
convincing than, “During the year that I assisted residents submitting requests for
zoning changes,three people contacted my supervisor to let her know how pleased
they were with my help.”

7. Briefly explain why you want the particular position you are applying for.
Although the balance of the letter should focus on what you can offer to the
employer,you also want the employer to know that, if offered the job, you are
likely to accept it,

8. Always check spelling and watch your grammar. Get someone to proof
read it for mistakes before you send it.

9, Keep asking, “How would an employer react to what 1’ ve written?” As
you draft and then revise your letter,do careful audience analysis,

10. Keep your resume up to date.



