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Unit One Advertisement

Learning objectives

1. To be able to know the definition of advertisements.

2. To be able to know the types of writing advertisements.

3. To be able to master the vocabulary and useful sentences of letters about advertise-

ments.

Part One Lead in

With the development of social economy advertisement becomes a part of our daily life.
Advertisement is a comprehensive art. Advertising creativity is the soul of modern advertise-
ment, which provokes consumers’ attention and lust for purchase, and which in essence is

an artistic promotion of goods or service.

v

Part Two Models of Advertisements

Model 1 Job advertisement
Mary,

I’ve written a draft version of the job advert. Will you have a look at it and let me know
if you’re happy with it?

Thanks,

Grace.

Marketing Assistant

HaiSports is a new joint venture company, founded by the Shanghai-based sports firm
Shanghai Sports & Leisure Company and the well-known British sports company Westmin-
ster Sports. HaiSports learning objectives to sell high-quality sports equipment to both the
Chinese and international markets.

There is an exciting opportunity for three new marketing assistants to join the HaiS- .
ports team. You will be responsible for helping to turn HaiSports into one of the most repu-
table brands in the sports equipment marketplace. You will have an active role in putting to-
gether and implementing our international marketing strategy.

You will have: A university degree in a marketing-related discipline; or at least two
years of work experience in a marketing role. .

Starting salary: 2000 RMB per month.

Benefits: As a HaiSports employee you will be entitled to a 40% discount on all He;iS—
ports products; plus other benefits.

Please send your CV and a covering letter to:
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Grace Zhou
HaiSports

Lida Lu
Shanghai 200103

Notes

1. high-quality adj. S FE %

E. g. We have a lot of high-quality flour.
#L: RMAHFEHZREGEH .

2. as an employee 14 E T

as prep. VA, YEA

E. g. He works as a driver.

B, AFAEH L,

3. CV (curriculum vitae) &M

Model 2 1920 Coca Cola

Description: 1920 Coca Cola original vintage advertisement. Beautiful Coca Cola vintage
logo in classic script style. Depicts the contour shaped glass full of delicious and refreshing
Coca Cola. Very hard to find advertisement!

Size: Full Page, 10 inches X 15 inches (25cm X 38cm).

Artist: Unknown

Country: USA

Grading: Very good (minor tear on white edging left center but easily matted).

Price: $35.00

Worldwide Delivery Included.




Unit One Advertisement 3

Note
Coca Cola n. a7 K

Model 3 R IfE#BTREMNEH &

One native English speaking teacher required.

School: X X X Teachers College.

Position: Oral English teacher.

Expected Dates: Currently available.

About the School: A teacher training college located in Cangzhou Hebei Province. Two
hours and half by train south of Beijing.

Requirements:

1. Native English speaker.

2. Teaching experience and BA degree.

3. Female teacher preferred.

Job description:

1. Oral English courses.

2. 16 hours a week. .

3. About 30 college students from 18 to 24 years old in each class.

4. At least one year contract or longer.

Remuneration Package:

1. Monthly salary: negotiable.

2. One-way airfare for one year duration.

3. One furnished private apartment and utilities provided.

4. Public Holidays and one-month annual vacation with pay.

Contact:

Add:

Zhang Hua

English Department X X X Teachers College 061.

Tel: (B%)

Email: (#%)

Posting Dates: (%)

Note
one-way adj. REEEEITIRE; LK
E. g. One-way or round trip?

BX . BRAERERT
Part Three Cultural Tips

L SRR AR
PR, BRANTEMBENFEE, @ - 2BRNENMY, ATFHSTZ LSRR ER
W —FhE G TFB, TER T A B R AR SIS, BRI RE R, SR
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KA., RAH BT LHEINEE, UARHREURREZHNRENE. HiL, fFA%RX
JTEERREN T E IR ) B ILM B R, B WY T A C 8 SO
=F ﬁ%%% B R, HARHT AT

2. TEREERTS

WATE R SR8, REMAEERBRE. H2E WL R A RS, AR
BINARER . IEFMERKEWAM, MARKATEXK. 38R EEHERAA,
X EORBATE SRR S INBE . it JsRTE T, ikTH 235 76 B 4 i (8] Y IV T
MXEIATE. 4R, HFARUEATUIEXRER/KK. MR, WR™HIELTRAM, 7EH
WEIEAT @ e EERt, RGN G RS DR X ZRERR ) & ORI,
BLFES T M7 dh s HF SRR RIFRISH

Part Four Exercises

1. Translate the following advertisement (FHE] 45)

FINCH-WARDEN, Irg 2br bsmt, new reno bright, Indry, eat-in kit, w-o balc,
close to TTC/shops. No smoke/pets, +, 1lst/last. 222-2222-leave mess.

2. Write a Advertisement about the recruitment of software engineers (48 B # {4 T
2D

EAERR

Position Type: Full-Time Employee

Company Name: ABC Computer Company

Location: London

Salary: Unspecified

Date Posted: July 29, 2005

Experience; 2~5 Years Experience




Unit Two Message Note

Learning objectives
1. To know the general knowledge of message notes.
2. To be able to write different types of message notes.

3. To know the difference between a letter and a message note.

Part One Lead in

Note-writing, which is about 50~60 words, will be based on the given situation. We
write notes for all kinds of purposes, and note-writing varies from type to type. Generally
speaking, a note is something like a short letter, but simpler in form and often less formal

in language.
Part Two Models of Message Notes

Model 1 Note for sick leave

Dear Mr. Wang,

I would like to know if I could ask for a sick leave for one day on July 3rd.

I just had a toothache, and then I hope I can go to hospital that day. And I will try
my best to finish my homework on July 2nd.

Many thanks. I’m looking forward to your kind answer.

(sincerely yours,) |
Jack ’

Dear James,

I have done all my things here. I sincerely thank you for the trouble you have tak'en
for my sake. I am leaving for home by air at seven this evening. This is to say good-bye
to you. Please kindly remember me to your parents. '

(Yours ever,)

Tom
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Model 2 Written request for leave

My deat teacher Mr. Liu,

I am so sorry to tell that T will not be able to take your courses for I will go back to
my hometown by train this afternoon.

Please forgive me to say those to you and don’t worry about my work.

I will ask my classmates to help me with it once I am back.

Have a nice holiday!
, Mick

Note

318 % (written request for leave), &, 3% B % (note for sick leave) FEMB L (leave
of absence) .

H ks ﬁ%%lﬁﬁﬁﬂ'ﬁ*iﬂéﬁ%igiﬁvTﬁﬂo

To: X% (BARZELHEN)

From: X% GHEAD

Date: X4 %A% 8 (BR%&e B MARAFEGEH)

Subject: #FM (5 L#FBFH)

B3k iThl T,

To: Peter Stone, Manager

From: Lynn Chen, Financial Department

Date: April 2nd, 2004

Subject: Casual Leave of Absence

Kb, AREEME R, BEFNILLEERLREREFE, F L P AR,

R, EBEHE_BREAT WHERFBORERFE. aEaRpEENAG, HA
Tk T RO RO E

25, EREWMRE B BB LEABHEFERBRGET, REELKRFBREBGEE,

Model 3 A Note Left for Borrowing a Book

4.00 p. m., December 10
Dear Mr. Zhang,

May I borrow your A Handbook of Practical English Writing for one day or two? I
want to use it as a reference book to write a letter of enquiry for one of my neighbors who
is going to further his studies abroad but does not know how to write such a letter. If you
can spare me it, please bring it to me tomorrow when you come to the classroom. Many
thanks.

Yours ever,

Kevin

An Invitation to a Dinner (a note on the board)
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10:00 a. m. , Friday
Mr. Smith,

You are invited to a dinner party this evening at Plaza Hotel entertained by the
schoolmaster. We should be very pleased if you could come. The party begins at 7:00
p. m. I’ll pick you up at your apartment at 6:30 p. m..

Wei Fang

Notes

enquiry n. #F; 4T

4 g = % (message note for borrowing something) # B 69 Z2 @A AE R B, ok
BRAES L, ww—F4A “May I borrow-+?” & “Will you please lend me-+?”7 iX % & & ;
4% B, A “Thank you”, “Many thanks” % 4L$L#L% .

Z A% % (anote on the board) RE Bt K, AW FHEIRFEFT, RE
ZHRAEY, E, HAFFA,

Model 4 Thank you note

Dear Mom and Dad,

As usual, you were far too generous this Hanukkah. Neil and I so appreciate the
cash. We’re going to sit on it a while and just enjoy having it and discussing the possibili-
ties.

And thank you also for the kids’ gifts, and the kids do appreciate it. You’ve seen
how much they’ve been enjoying them.

Thank you both so much for everything.

Love,

Mary

Dear Heather,

The scarf you gave me is gorgeous! I just can’t believe you knitted that yourself. It
looks like something from a high-end boutique I could never afford. And with this cold
weather, I know I will get lots of use out of it. With a gift like this, I almost don’t
mind getting another year older.

Best wishes.

Richard

Dear Friends,

Just wanted to thank you again for dinner the other night. It was so thoughtful of
you to turn our night out into a birthday celebration for me. You shouldn’t have-:-but
I’m certainly glad you did! What a nice surprise.

Thank you so much. We’re very lucky to have you as friends and neighbors! ,

Sincerely,

Amy
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Part Three Culture Tips

1. fEZ%

EERE-MERWHE. BANERE, HIHHM
FrXAg . SEAMEZBMEN TRIBEEHNGE L .
WA, BOREEWE SR, RS S . WK E
AWK, R&. BEMBEBAS. EXTUABH, Wl LIAEH . 5 RA6 FRIF
&, HFRPERTLAACRERE . HIAM AT B/ AN A LA, BN EEER TS EHILEK
Eﬁﬁﬂ;%_tq:\ T4; el RE LAk T mEiketE; REHBEBALL, EEREGRME L
BEAANRWES, NEEEXHA M. EROBAMAERTE, 8TURAILEERRE. XA
BEREEM, NiEk, WEEE, BERTY, CREHATEERS. BRARE, HphoF
W, FEEEES AR R, EAATERA, ARGEE. @EIEAAERL., A
EEREGRMESH L.

2. ERINEMAER

EEANEMBRARMEE, ATREZE, BELXFEROHACLFHEUTILNEAZR:
Date (& HH§); Salutation (FRFE); Body (IEX); Signature (F4).

3. Hu AR AY

(D Please give an extension of leave for three days.

W HETEBR=K B .

@ Delighted! Will call at 2:00 p. m. tomorrow.

BB RFWE, ETHIXRTFAMATFED.

® Encl. Doctors Certificate of Advice.

B3 B BEAUERH

@ I shall be very happy to call at your house at 6.:30 this evening. Until then, -

B RETAM 6:30 BIRE, BEMEK,

® Please favor me with an early reply.

W WIERHER.

® Upon receiving this note, please come to my office.

B WG, BALREHAE.

@ Mr. Li stands in urgent need of your service.

WX BREDTIREF .

Yours note with an admission ticket enclosed is much appreciated.

WX BEM—KAGFHEWRD, AHEH.

©® I am very grateful to you for your kind invitation, and I’m sure to come to see your

concert.
B AFBBERERMNOET SRS, R—EHNG,
@ T trust my absence will not cause you any serious inconvenience.
B BEEMBRE A S HRH R KK AE,
@ Hoping that the matter will be dealt with as soon as possible.

W MERRRALELE.
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Part Four Exercises

L. E—%BE4& (B5: APEE FPERNIA.
HEWRkWFEHMRE, AFAa. BR. HRFL
i A FAE AR B T E DR .

BERMZER., EREY =T FAAH, K
ERESBEFRR . BRKIEIREESMEET Hanson [ : : :
AR 4L B8 R B KR R = Sﬂ%uiﬁA(ﬁﬁ&k%@ﬂ%ﬁﬁMKﬁ%)ﬁ%%ﬁm
MAER, KRAEMET, NEESWT.

@ & L3 an e 2 > JEiE R

@ BLEFHMELRE. —EETHRE, CRIEEAN T EFEE: 22
AR, RN R R E

@ EfhER B2, HERER.

2. B ikiFBA& GEBA: HaERd T ARSUSIRE LA REE A YEiEe, HAEKN
BRER. L, HREAKSERBES. TUAS, BAUERANRE. SHRAREZNRZNR
B Je R A0 B RO BRD

BRI 2, EARRLEARGE LR, fREBImEE, wWHERE.




Unit Three Resume

Learning objectives

1. To be able to read resume and the related information.
2. Make clear the format of resume.

3. Use the correct format and useful expressions to write

resume.

Part One Lead in

If you are trying to find a new job, one of the tools you will
use is a resume for highlighting your experience.

Your resume tells your professional story often before you

have an interview with a prospective employer, so its definition

and how it’s written is absolutely critical.

Part Two Models of Resumes

Model 1 Resume (1)

RESUME
Chinese Name: Guogiang Zhang
£nglish Name: Eddy Zhang
Sex: Male
Born: 6/12/82
University: Beijing Univ;:rsity
Major: Marketing
Address: 328 # , Beijing University
Telephone: 1398X X X X451
Email: X X X X@163. com
Job Objective

A Position offering challenge and responsibility in the

realm of consumer affairs or marketing.

Education

2000~2004 Beijing University, College Of Commerce, Graduating in July with a B.
S. degree in Marketing.

Fields of study include: economics, marketing, business law, statistics, calculus, psy-

chology, sociology, social and managerial concepts in marketing, consumer behavior, sales

force management, product policy, marketing research and forecast, marketing strategies.
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1994~2000 The No. 2 Middle School of Xi’an.

Social Activities

2000~2004 Secretary of the Class League Branch.

1994~2000 Class monitor.

Summer Jobs

2002 Administrative Assistant in Sales Department of Xi’an Nokia Factory. Respon-
sible for public relations, correspondence, expense reports, record keeping, inventory
catalog.

2003 Provisional employee of Sales Department of Xi’an Lijun Medical Instruments
& Equipment (Holdings) Company. Responsible for sorting orders, shipping arrange-
ments, deliveries.

Hobbies

Internet-surfing, tennis, travel.

English Proficiency

College English Test Band Six.

Computer Skills

Microsoft office, Adobe Photoshop, etc.

References will be furnished upon request.

Model 2 Resume (2)

RESUME
Name: Wang Yifang
Sex: Male
Birth: 28/6/1965
Major: Computer Software
1. Courses Studied
Mathematical Analysis Introduction to Database System
Advanced Algebra Software Engineer
Mathematical Logic Computer Network
Set Theory and Algebra Structure Computer Interactive

Graphics
Graph Theory Digital Logic
Probability & Statistics Computer Architecture
Theoretical Computer Science Microcomputer Architecture
Introduction to Computing Computer Interface and Peripheral Devices
Data Structure Lab. of Digital Logic
Assembly Language Lab of PASCAL Programming :

Compiler’s Principle Lab. of Microcomputer

Operating System Lab. of Compiler Design




