=5 SEBSREET TIETRIREAERTISH

nglish Writing
S Tourism

HkiERE S
SMIES g5

£ g ARGl ok B (TR
Al s

mmmmmmmmmmmmmmmmmm




E) S EBSHREET TR RRA A Z 5 8k

Jitg g 5 5 15 VS I B

English Writing in Tourism

E R O K B fTaE
Bl & Sam FAk

L W M W

= AT i €

XA B B 5 R Rt
FE - bR



BEHERSKE (CIP) HiE

IRGILE SRS AR / A4k, KE, MHREE
G —Ibat: XTHMEFFR S K H L, 2013

2 EBERRET LELRIRAESERSIEH

ISBN 978-7-5663-0686-9

[. O I. O @ik Off--- M. OikilF -
WE - BAE - B -4 V. OH315

o [ A 4348 CIP $dE % (2013) 5 085868 =

© 20134 FHMEFEB AL MR HIRR
KRALETE BN

IRiEXRIESELINHE

English Writing in Tourism

okl Kk B BB X
EERE: ANTF EERK

oAb 2B R B K FEH R
A HHXEHFRAEA 105 HFBRS: 100029
BRI E . 010 — 64492338 RATEHIE: 010 — 64492342
M4k : http://www. uibep. com E-mail; uibep@ 126. com

WHEAFEECEDRARARNSE  HEHEILRETIAT
AR SE: 185mm x 260mm 17.75 Efgk 411 T
2013 4£ 7 AJLEE 1 iR 2013 47 A% 1 WENR

ISBN 978-7-5663-0686-9
EN¥. 0001 -3 000 ffF  sEM: 29.80 G



i il ve W

HE T [2006] 16 5 3P4 “ERIMRHEAT 5 47 57 h AL & STRRAR 45 A (9 52 ) 4K
R, WLEEEENEFRVBEEAAEFEANENEEIAL, WL EE
W, 5IPRBRRE. HFERNAMBFETESE.” SZHAMMRRET R AMREAR
MR R “ ST AL LR IF R B G A A B R SE I b, e R OL M
R, “eEmFERRET TESBEARESIERIIEM” ELXIMEGF R 5 K¥ R
FEAE G S HRNY B UR AR R B U B B BT T TR

AR B IER T2 B m e T B SGE Lk A 95/ N /A1 B ikt S S 77 Tl BA B
HErH 5. Ebri SRR eREWrEs; FEH Te2E&RERRN AR IGES
W B S IEE T MM ERR S Bt Ebrrs X EF L ERERRIE k¥4,

KRB EEEILL TR

1. (K3 “EFIIELE”

ERERFPNHEHF —RREICETS, BRIEN ., SIRFRRET EEBEHE
—FET R A —E T TAELRERER, &/ i TEESHRA A
BRTTREAT K — NS B TAERR R AL RERE AR .

2. /Y “REFE”

WRERKN “RAeEE" UBITMMV NGRS 55X EE, B “REEE, T¥EE”
RANA FE TR R R LR, BHERRFZENSGERES, JUHRSEEAE ML EE
7, EIFRHF S TR TR .

“eEBFRLET TEIENREEERFIBM” KRN K S5EENERETRM
b, BT T ®EREFE AR RGRRER R, 00T BHRE S TR ATiR
T, HRTAESETHTFERGHRIE, DR TESRERERE D 1 R LA, e
P T EREIIR S LGS . BMRTLRET, BUNSE HSMEELE. ETHSIEMS
HE 5N TAE R SEFR ESOR ZHRES WA AR, BT RARFaNET THELREK
BAEERIIBMER.

AEHM W = KR BEHER. TWIGER, BmiRK. (EEHEAEL
K “XUMRL” FUm, MURAFEERIESEELR, WHREME LN TIELH,
ERBS LT ERRE T RMAARBPIE, XAXESM RS RERGTE NN
TRAE .

1



Y irnEESESIIgE

EEREE

P 55 SR Tk

S R 45 98 LR R

I o 7 25 23 LB S
BB S IGEREE (CEAD
BHR S IGEREE CRAD

IS5 TR R

T S B AE LI
[ERg e
RISTIEE D%
FEERIA SV HAE

A1 52 R L5 BRI SE I R

Bl FEFEE

SRS PR SO i AR 45 SE VI 30
RS HEE TR S 5

T )5 SE 55 SE7E TR SE 55 IR
PSS 5200 FR SRS EAE

A R

Al FIR

HhFUER LS55 A IZ L 5

BEH ORKCSE ST HFrS 5L RiERRD
AL S 55 oy e e

& bR 3% 8 L 55 ] o 7 55 BLUIE SE 55
WML E BT SS PSSR B 3T 57 7 NASAE
B ESE 55 RS RHAILS (FEChRD

ERERRR, ARFBMAREAN, EHEBAR R BN, B
WriE BTN A, UFEEEMER.

FIEf, ZAEEMHESHSHBN PPT RUSIIKEEF LR, #EFH¥SE (T
FHMLk: http://www.uibep.com).

IIMEFT R 5 K F H AR
2013 % 1 A



e
[

Ol

Bt T [ B PR 33— P I KR 5F M R RE, iRt b2 IEfE N R R .
XTI ARSS IR T H APk, EX—KERT, RFEHFHERZSIRHFEHEL, A
AHREFENT EZREA. M EELERR. SEHNHEREX. A TEN
EEBRREEERE . BFSENTFE, MRNHRRFEAA KR, RIMRET
XA (RIFFESESIIEREY, S ESIREE AT RRNE S 87 AR 5 %
R RG], ] trh FRN AR RIS . IRIFE B, iRl S T 4EmM
BRI R EES¥S] . BIREIMER . A8 EEF LFAEET T/
MR IOE SRR, BFHLRF TR SEEN TV RESERN. ABNES
BLE X R R T e T L A AR I SR AR AR AL, AR R SE A SR AR R BE,  HE R
FIEGEMF R, HELE. FISHEES, RUERIFESERSSERNE.

A IS HAF AR IRAE LA R LA 7 T -

1. &N SE M
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BaFEEHAKIENSE, REEHSEAFBERE. BES, RITHRSSER
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3) LI (Procedures): HAEZEFEHH MBI AMNK: EEEH] (Sample) A5
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Unit 1

Letter of Job Application
k B O(E

[ ZNBER: KBS | ol
Main Objective: to write a job application letter :

Background Information

1. Introduction to job application letters

SKERAE 2 AR [0 3 — B2 BR A 7] F- 5K — 0 TAER il (s, alh THBINIEE S
FbrEGEB R TAE. —BERT, NMISEEEEMRERFREFERE, NRHETT
HIERAL TSR A X S SRR G . SKERE N o) S0 B0 T s i B B CRHA ARG, PRIEAE
i o AR AR

Letters of job application usually relate to looking for a job. Its purpose is to help the
applicant to obtain the job which he is interested in. In most cases, after the applicant gets
the recruitment information via some channels, he should write an application letter
according to the applied position. Clear and short application letters are needed to account
for one’s advantages and speciality. More details are embodied in the résumé or interview.

2. Writing tips

FECRERE R — 2 UL AR IS5 B RE, R
BRI TAE IR . [FHISE Mo REAEERNTS .
XM BN E NN ANGERR, HhaFEERR
R, FHFEAL. RE. TELD. fFFAHERRM T/
W55, FRRE M AERMSY, NEEFER L,
RN BAL ZH A SR TR R 7, FHF 8
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The first part of the application letter is to explain how the applicant got to know this
vacancy, and state that he or she is interested in the job. The second part of the letter is the most
important part in which the applicant should list his or her qualifications, including relevant
courses, degree, honors, work experience, special skills, achievements and so on. The last part
of the letter is the ending which sums up the preceding part of the text, and tells when the
applicant will be available for an interview and refers his reader to his résumé and contact

information.

mE— RITHKIRESEINZ
(Job Application to Travel Agency)

S BAR: HERIRAT RIS S (T 0 R S — KRR .
Objective: To have a good knowledge of writing skills of letter of job application and be
able to write a piece

LMESE: REBIRITHSRIR, %A d NSRS E — BRI,
Circumstances: You want to apply for a job in a travel agency, and you write a letter of
job application to the Personnel Manager of the company.

K R:

Procedures:

l. Sample

Read the following sample and answer the questions.

April 12,2012
Dear Mr. Carver,

I have seen from the advertisement in China Daily that your company is in need of an
assistant manager. It’s my pleasure to apply for the position.

I just graduated from Guangdong University of Foreign Studies with an excellent
academic record in all courses. My major is Tourism English. I have rich experience of
working as a tour guide. During my past years of study at college, 1 have grasped the
principal knowledge of my major and skills of practice. I can communicate with others
freely in English. Therefore, I believe you will find me well qualified.
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I would appreciate your time in reviewing my enclosed résumé and if there is any
additional requirement, please contact me.
I look forward to hearing from you soon.
Thank you for your time and consideration.
Yours sincerely,

Lucy Black
New Words and Expressions
- advertisement n. | %%
assistant manager £ B3
graduate from A ------ BNk
academic record &MLk SR
additional adj. HIMKI, ZRH
qualified a. A&, AHEEH
Questions
1) Where did Lucy Black get the information?
2) What does the company want?
3) Where did Lucy Black graduate, and what is her major?
4) How about her academic score and working experience?
Useful Expressions for Reference

1) I am writing to apply for the job as a...

HEEHE HRLL.
2) Learning from... that you are looking for a ..., I should like to apply for the position.

Meeee IR IELE D B — 54 o e e » B R ILERAL .

3) I believe my qualifications will meet your requirements.
TN B OFE RIS
4) I am sure that I am capable of doing the job.
BAE R AEMATIX 3 LA
5) I'shall be pleased to provide any further information you may need, and hope I may be given
the opportunity for an interview.
BARFEES - PREFNFEENER, WAELSEILSEZHRIIOER.
6) My studies have included courses in...

i HRA AT e e
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7) I would welcome the opportunity for a personal interview with you at your convenience.
WRTERTE, RAEAISEZEREIR.
8) Looking forward to your early reply.
AEEREREHEE,
9) I have a good mastery of English and have a little knowledge of Japanese.
WRGWGETE, K HE.
10) I feel that I’'m competent to meet the requirements.
Ik B O & &AM,
11) I trust I will be qualified to fill your position.
B H W H AR X 3 TAE
12) Thank you very much for your kind attention.
IV SE
13) During my education, I have grasped the principles of my major.
FE], RER T ALK R,
14) I graduated from Beijing University, and got a master’s degree from Harvard University.
ML FAERUREE, JERIGRAT T Wb KA m 22 4L
15) I have had two years’ experience in a company as a secretary.
TAE— R A m B FERIM .
16) I wish to apply for the job you are advertising in today’s China Daily.
T ENIRNIIE CFEBRDY B &K REAL.
17) 1 am twenty-two years old, and worked as a receptionist in County Hotel during my
graduation field work.
WA 22 %o BEMVSEOIIT, PR ZEAE el 1 5 e 5L
18) 1 have working knowledge of all common office machines, such as computers, fax
machines, and photocopies.
KER/HPA R ABE, BtEHL, LEHIEEEEL.
19) You will find a résumé enclosed with the letter, a photocopy of my academic degree
certificate, and a photograph.
Bt {5 PR _EBRAOTRT DG AU R B R —3kAH .
20) Thank you in advance for your concern and attention. I look forward to hearing from you
as soon as possible.

BB, RIEIR R AR B KBS .
Il. Practice

Task 1. Translate the phrases or sentences in the brackets to complete the
following application letter.
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April 13,2011
Dear Sir or Madam,
I have learned from a friend that your travel agency is looking for a tour guide to accompany
parties of tourists. 1) (AR NBRHFZERAL .

I am 23 years old. I am a senior student majoring in Tourism English in the Tourism

Institute of Fujian University. The courses I have taken in tourism include Tourism Marketing,

2) (JRJHFZ 55D, Tourism Psychology, Manners in Tourism,
3) (95 )77 5$8575), and Tourist Attractions in China, etc.
Furthermore, 4) (£

2010 FEBEUNIAIFE T SUAISEERZ %) when I worked as a guide for foreigners at the

World Window in Shenzhen, Guangdong Province.
If you would like to have an interview with me, 5)
(AR IR AR LY 5E B I TA) B AT

Yours sincerely,

Joan Jackson

Enclosure: Résumé

Task 2. Write a letter of job application according to the following job advertisement.

ER: BBRE Kelvin, FETIRBIE &G, MIZRITH GRIMESNER) HiF
FFHRRAL, PRESKEE IR EW T

Circumstances: Suppose you are Kelvin. After you have read the following job
advertisement, you apply for the position to the travel agency (Shenzhen Overseas International
Travel Agency). Your application letter should include the information given in the following.

ER:

1 KERER:

S22 %, UMFRGEN T MER K FRERRFEREL L, FHEAFRRSHE
BhEERIZ, B REREE 6 &K, FWMTIREFWIE, ARENEEEEMNZIRRES .
BEAE B _EAN NSRS —12

2) HBEGER:

A ERBIE S
AaATI: iR
NGBy L & il o | A7
AL 100-499 A
BRALfE B
BRI ZFR: S
FroFAFi#: 1000-2 000 JC




