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Dear Sir,

| am responding to your ad in the China Post for an
English editor, and | am extremely interested in the position.

| have had 5 years of experience in publishing, and am
employed as the chief editor for ABC Company. | had
extensive experience in book editing, my performance has
been acknowledged by my superiors and a large number of
readers.

With my skills in this area, work experience, and sense
of responsibility, | am now qualified for that position. Please
consider me for it.

| am looking forward to hearing from you!

Enclosed please find my resume.

Yours sincerely,
Joe
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1. I am responding to your ad in the ... for ..
REKBREE - FISHRBE- 0 &,
2. | think | am the right person for the job you adver-
tised.
HERRRNBENRMVNOREANE,

3. Should you grant me a personal interview, | would be

most grateful.

MRELBORNNE, BEFHER, ,
4. | am now qualified for that position. Please consider

me for it.

BEEREMEX—RM, EFEE,
5. | have enclosed my resume.
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Dear Sir or Madam,

| am replying to your advertisement in the China Times
News of February 23 for an experienced staff member in your
foreign trade department.

As indicated in my resume. My major field of study at
university was international marketing, with emphasis on
foreign trade practice and English business communication.
In addition, | have been working for the past two years with
ABC Co. where my responsibilities have included shipping
arrangement and foreign ex-change procedures.

Since it's not easy to indicate every area of my
expertise in the resume, | would appreciate the opportunity
to meet with you to discuss my qualifications for this

position.
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1. | am replying to your advertisement in... for...
RENAELE TSR B,

2. For the past three years, | have been in the office of
the XX Trading Co. , where | have been an accountant.
EANEZRE XX BRH AT THE=F, BESITIE,

3. | would appreciate the opportunity to meet with you to &



for this position.
RE%, DUEBARESX—

pplictin meet with your favorable

consideration, | will do my utmost to justify the

confidence you may repose in me,

XL E, RATUWEFER, EABREKRHNBIHE

585h, ARAIHS,

5. | hope that you will be kind enough to consider my
application favorably.

BEBTFEREAZHEAY,



Dear Mr. Zhao,

It is my pleasure to give Miss Lin a reference.

She was my assistant when | worked as Business
Coordinator at the Shanghai office of the Honda Software,
Inc. | am certainly sorry to lose her when | was transferred to
Tianjin.

Miss Lin is an excellent assistant. She has been with our
office for three years. She was very diligent and talented,
and always willing to help others.

| recommend her without reservation, as | know you will
find her a most efficient and responsible employee.

Yours faithfully,
Wang Jian

BIHXELE.
BRR=HIEF N,




7 SR Mk i TR B B
KRR, REBEELD

, BE, HERMNSAELTHET=

Agds, hREE, —ERTEbA.
RELREMRED, BARDERNSLIEE—

BEERERMEEERELHNRTL,

T ok
FRAaE

1. Itis my pleasure to recommend... /| have pleasure to

recommend ... FBFEFEHHEE -

2. | have recommended him without reservation, and |

will appreciate to his application.
BRELTRBHEEMS, ROIRBEFMHHE,

3. Itis my great honor to recommend a promising young
man like...and believe he will more than meet your
expectations. HRFERFXH— PR LAV ER
A, FEHBEEMIERNTBHERLS,

4. We believe his joining will bring a more brilliant future
for our company.

BIAEGEHANASSBINT AT HRERENRK,

5. Thank you again for recommending such a good

talent. BRI IEE AR A,
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Dear Mr. Liang,

Thank you for taking the time to write me a letter of
recommendation. | could not have asked for nicer
comments. Your letter paved the way for numerous
interviews and a job offer from Beijing Corporation, where |
wanted to work most and which | accepted. The time you
took to write that letter will have a significant impact on my

life for years to come. | hope | can reciprocate the favor.

Yours sincerely,
Wendy
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1. Thank you for taking the time to write me a letter of

recommendation.

RSN EARSHES,

Your letter paved the way for numerous interviews
and a job offer from...
EHRECERTRTHFZEEMNNS AR - 3%
FBA,

The time you took to write that letter will have a
significant impact on my life for years to come.
BEBETLARENRECESNBRSBENALEFLEE
AAF W,

. I hope | can reciprocate the favor.

BHRERFINSREENRE,



