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Project 1  Job-Hunting Writing Unit 1 Job-Application Letters

Project 1 Job-Hunting Writing

It’s everybody’s dream to find an ideal job. Facing the fierce competition in the job
market, a three-year college graduate should get well prepared for everything during job
hunting. An effective job application letter and a satisfactory résumé are the first things to
pay attention to. The former can recommend yourself to the potential employer. While the
latter will lead to a face-to-face interview with him and create the opportunity to “sell”
yourself further. So you can never be too careful in writing your job-application letter and

résume,
Unit 1 Job-Application Letters

TS S S St Gt S G S S G S G S G e SR S GO Gt T S e S G TR S S E G e SR GO St G e G G G
g . g o
. Learning Objectives

Knowledge Goals: To master the format and content of job-application letters. %
;, Competence Goals: To be able to write correct, appropriate and effective job—application%
‘% letters. b

b

{ Quality goals: To be polite, enthusiastic, confident and focused in writing.

9
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Task Design

Situation: Suppose you are Li Wen., a three-year college graduate. You saw an
advertisement posted by Changsha Hope Garments Co., Ltd. in the China Daily, which
offered some positions: Assistant to General Manager, Administrative Assistant, Sales
Assistant and Public Relations Assistant. Write a job-application letter to the Human
Resource Department for the position of Assistant to General Manager according to your own
qualifications.

The Job Advertisement

Changsha Hope Garments Co., Ltd.
32/F Fortune Building, No. 128 Wuyi Rd. , Changsha, Hunan 410005, China
Office: 86 -~ 731 -82103101 | Fax: 86— 731 - 82096100 2314

E-mail; Hr@Hope. com | www. Hopegarments. com

Changsha Hope Garments Co., Ltd., is a Sino-US joint venture located in Changsha,
Hunan, specializing in manufacturing, designing and marketing various garments for the
domestic and overseas market. It has the following excellent job opportunities for creative,
resourceful and energetic people:

Positions availabte: 1 Location: Changsha, Hunan

Age: 20—30 years old Major: Business Administration / Business English / Marketing

Desired education; 3-year college graduates

Gender: Male/Female Position type: Full-time employee
Marriage Status: No limit Salary: Negotiable
Date posted: Jan. 10, 2011 Validity: Feb. 9, 2011

Job Title: Assistant to General Manager
Requirements:
— Strong organizational ability and communication skills with all levels of management;
— Ability to act in a trustworthy and confidential manner;

— Computer literacy with a strong knowledge of Word, Excel and Outlook;

— Fluency in English and Mandarin, both verbal and written, CET-6 certificate preferred.

(We warmly welcome recent graduates to apply for this position. )

;0'_

& Step 1 Discussion
Directions;: When preparing a draft job-application letter, discuss the following
questions with your partner.

1. What’s the purpose of writing a job application letter?
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2. What is the correct form of the letter?

3. What information should be highlighted in a job-application letter?

4. Are there any requirement on the length of the letter and the font? If yes, what are
they?

= Step 2 Drafting

Directions: The class is divided into several groups. Each group has an emplbyer and
several candidates. Draft an application latter based on the above job advertiserant. Discuss
and compare each other’s job-application letter and decide whose letter is the most

appropriate.

& Step 3 Sampling

% Task 1 Sample
Directions: Read the following sample application letter, find out the main components

and name them.

[.i Wen

234 Zhongshan Road
Hangzhou 310056
Zhejiang Province

Jan 12,2011

Human Resource Dept.

Changsha Hope Garments Co., Ltd.
32/F Fortune Building

No. 128 Wuyi Rd.

Changsha 410005

Hunan

Dear Sir or Madam,

With reference to your advertisement in the China Daily of Jan 10, 2011, I would like
to apply for the position of Assistant to General Manager in your company.

I'm presently a final-year student at Changsha CK Polytechnic. 1 have an excellent
academic report at school and some working experience, which I believe has prepared me
for the work you require. You will notice in my résumé that I have worked as an Assistant
to the Administrative Director at DB and during my internship I gained experience in office
work and have became skilled in interpersonal communication and coordinating activities
between departments. I have a strong knowledge of Word, Excel, Outlook and E-mail.
Having majored in Business English for three years, I have a good command of oral and
written English. I believe that my great work ethic, attention to detail, and my respect for
confidentiality make me an ideal person for the position.

I am available at any time for an interview.
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Thank you for your consideration.

Sincerely yours,

Li Wen
Li Wen

Encl.

Résumé 7”

% Task 2 After-reading Questions

13

What is the correct order of the following parts in a job-application letter?
the body (indented/block)

. the inside address (receiver’s address)

o a0

c. the complimentary close (sincerely yours)

d. the salutation (Dear X X X,)

e. the heading (writer’s address and date)

f. the signature (handwritten)

g. date

The writing patterns of business letters include

a. modified block style b. indented style

c. full-indented style d. full block style

An effective job-application letter should include = paragraphs (in order).

a. suggest action (interview, meeting, phone call)

b. sell yourself

c. purpose, interest, position, source

d. show appreciation

e. qualifications, evidence, refer to resume

Which of the following statements is NOT true concerning a job-application letter?
. A job application letter is a short and introductory business letter.

a
b. It is sent to the potential employer.

Q

Its purpose is to ask questions about possible job opportunities.

o

. It gives an overview of the applicant’s skills, experience and qualifications.
Which is/are NOT the requirement(s) of the language used in job-application letters?
a. brief b. pretentious

c. emphatic d. polite

e. appropriate f. complicated

g. concise

Which of the following statements is/are True, and which is/are False?

a. If you are applying for different positions in three companies, you can send the
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same job-application letter with the title changed. ( )

b. The job-application letter is more tailored and general when cofnpared with a
résumé. ( )

c. You should mention your plea for favors in the cover letter. ( )

d. A job-application letter should include your complete address and contact

numbers, the position you are applying for and your key accomplishments. ( )

Directions: Finish the following table to check the application letter you have finished

for its form, content and language.

Table of Self-Evaluation

Contents of ;
3 Requirements Discourse Analysis Grade
Evaluation
3 To make the purpose clear; To understand the
Topic .
topic and the style well
To plan and organize the outline before
writing; To collect the polywords (%% JG il i&
Layout Ht), phrasal constraints (4515 284 1% £) and
sentence builders (/4] F 0 # & ) used
commonly
To use grammar, spelling and punctuation
Discourse properly and correctly; To write clean and tidy in
a logical order
g To list excellent phrases and expressions you
Expression ;
used in your letter
To list the existing deficiencies and analyze
Deficiency : ’
them; To revise and edit

Part 1 More Samples

e 1, Situation: Suppose you are Jerry Chen with five years experience in computer
software. You want to leave your present company and find a new job. Write a job-
application letter for the position of Senior Software Engineer according to the following on-

line advertisement.
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Want Advertisement

Title: Senior Software Engineer

Position type: Full-time Employee

Company name: Honesty Web

Location: Beijing, China

Salary: Unspecified

Date posted: May 28, 2011

Requirements:

— BSin CS, CE, EE, IT or related field;

— 3-+years C, C+1;

— 3+years Perl or other administrative language;

— Some Unix scripting skills;

— Excellent written and verbal communication skills;

— Proactive problem-solving attitude with a strong attention to detail.

You can go to www. honesty. com for more information. Please mail or fax your
application together with your résumé (both in English and Chinese), diploma, training
certificates and expected salary to the following address within 2 weeks. (Please write “J
4” on the envelope. )

Mr. Martin Zhang

Honesty Web China Ltd.

ADD. Hi-tech Industrial Garden, Beijing, China
ZIP CODE: 100020

TEL: +86—-10- 84631188

FAX: 486 —10 - 84631199

Email: Info@honesty. com

Notes

1) BS # T 22+ (Bachelor of Science) 2) CSitaEMEI%¥ (Computer Science)

3) CEi1&HL T (Computer Engineer) 4) EE HF T (Electrical Engineering)

5) proactive ik F A 6) a strong attention to detail —ZZ A %j
Sample 1 Job-application Letter for Post of Senior Software Engineer

June 2, 2011
Mr. Martin Zhang
Personnel Manager
Honesty Web China Ltd.
Hi-tech Industrial Garden

Beijin,
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Dear Mr. Zhang,

I am writing to inquire about the opportunity for a Senior Software Engineer in your
corporation. As requested in your advertisement, my résumé, diploma and training

certificates are enclosed for your consideration.

I have been working in computer software for five years and have extensive knowledge
of computer languages and strong experience in computer software design and
development. As a computer specialist, I originally developed computer games and office
software for many companies. 1 was ever responsible for the management of a center
handling research and development of computer games, which developed my leadership
skills and ability to work under pressure. In addition to a BS degree in CE, in 2008 1
attended training and got certified as a Microsoft Certified Software Designer.

My present position offers little prospect for advancement and 1 would prefer to be
employed in an expanding company like yours. I am confident that my technical skills and

my managerial aptitude will make an immediate contribution to Honesty Web.

I thank you for your consideration and look forward to an interview with you to

discuss your requirements in detail.
Yours sincerely,

Jerry Chen
Jerry Chen

Enc. Résumé, Diploma, Training Certificates

)

e 2, Situation: Suppose you are Zhang Hua. You saw a job advertisement for an
Export Manager in the China Daily posted by Wuxi JHT Textiles Co., Ltd. Write an
application letter to Ms. Gao, the HR manager, asking for an application form and inquiring
about the salary.

Sample 2 Job-application Enquiry Letter for Post of Export Manager

April 16, 2011

Dear Ms. Gao,

I am responding to your advertisement in the China Daily on April 15, which invites
applications for the position of Export Manager. I have worked as a marketing director for

[/
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an international producer and exporter of textiles for the past three years and believe I have
developed skills in management and gained experience in export business, which makes me
well qualified for the position you have advertised. Should you give me the chance I know
1 will fulfill all your requirements.

Could you please send me an application form and further information about the salary
and working conditions?

I look forward to your reply.

Yours sincerely,

Zhang Hua

Zhang Hua

ez 3, Situation: Suppose you are Liu Juan, a second-year college student majoring in

Tourism Management. After searching advertisements on-line for vacancies in holiday/part
time work, you are interested in a position of English Tour Guide posted by Beijing Hikers
International Culture Communication Co., Ltd. Write a letter to apply for the job.

Sample 3 Job-application Letter for Part-time Job

June 21, 2011

Beijing Hikers International Culture Communication Co., Ltd.
Suite 601, Friendship Building No. 2

No. 26 Jiuxiangiao Rd.

Chaoyang District, Beijing 100016

Dear Sir/ Madam,

I am interested in the part-time position of English Tour Guide for Beijing Hikers
advertised in the Beijing Review on June 19, 2010.

My name is Liu Juan and I am a second-year student at Beijing City International
College. My major is Tourism Management And I have the English Tourist Guide
Certificate. I have extensive knowledge of Chinese culture and can communicate with
foreigners in English fluently. 1 am keen on outdoor sports and have a good sense of
direction. Last summer I worked at a travel agency where I helped one firm organize a day
trip for approximately 30 people and another the annual “LLong March” hike. I believe I am

well qualified for the position.
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Attached are my certificate and a recent photograph.
I thank you for your consideration and look forward to your reply.
Yours sincerely,

Liu Juan

Liu Juan

Part 2 Useful Expressions

1. I'm writing to apply for the position of...advertised on the website/in yesterday’s

newspaper. A& T MERML/ARAC LB GG B, FEABIEX UL,

2. In response to your advertisement in... on... I would like to apply for the position of
...in your company. HET (GFE—XK) - GR4K B A RIIREE - ) 4, A
X—HL, :

3. Dr. John Byrne, a consultant to your firm and my Business Administration professor
informed me that you are in need of an Administrative Manager with strong communication
skills, organizational experience and leadership background. 57\ fi ] 2%y « FRES 1
SRR TR B HAR, IR A T = — BB PR e/ L H A MG T A RERAT
B,

4. My excellent academic report at school and some working experience has prepared me
well for the work you require. I MEGHT, A TELR, XikRMEEF 7RI LT
TERIHESR .

5. As requested, my résumé, diploma and training certificates are attached for your
consideration. R, PlpR FIRAE . FHIER A RESIREB MR T S% .

6. I believe I am well qualified for the position of Sales Assistant in your company.
AHAE B O REMEAE 5t A A9 B B B — R,

7. 1 would greatly appreciate it / T would be glad (grateful, pleased) if you could offer
me a interview. IR, AHEEWK .

8. I am confident that given the opportunity, I will make an immediate contribution to
your company. FREFEUWAILL, S RIR 512 "M 5K

9. As the résumé shows, I have extensive knowledge of... IE QN 7 s, e« Jr 1
A1

10. My present position offers little prospect for advancement and 1 would prefer to be
employed in an expanding company like yours. FRILERYEN A KK A 26, HibIK
AHRRBTE— MRS A F — L5 H ERA R TAE.

11. My great work ethic, attention to detail, and my respect for confidentiality will
make me a great Secretary to the General Manager. & T{E#0I., —Z A% CGeEMT),
PREEE, AR RSB EEANE.
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12. 1 am available for an interview at any time. F[ifi i+ &8 0] Bij > iR .

13. I can be contacted most easily on the mobile phone number above. %88 F & i F#HL
SHATURAES KR FIK.

14. My unique mix of previous work experience and my major in Marketing make me an
ideal candidate for a summer internship with your company. I ZRiA TIEZL . 20 EE
g, BAMBERRE, ERIRNTA B T M REAE.

15. Thank you for your time and consideration. JEGAAE H T2 thizs Z B IR i .

. Practical Writing
/=> 1. Fill in the blanks.

Directions: Fill in the blanks to complete the following letter of application according to
the Chinese hints.

April 28, 2011
Dear Sir,

1 saw your advertisement in the Changsha Evening for a salesman.

(1. ZEBEAT.

My name is Wang Lei, I am 21 years old, and will be graduating from the Economical &
Trade Department of Changhong Vocational College. My major is Marketing. During the
3 years of studies (2. FKERGHEHE
B-HAIEF).

I placed third in our college computer competition last year. 1 have gained some work
experience in marketing during the summer and winter vacations serving as a salesman at a
clothing counter in Carrefour supermarket. In addition,

(3. Fe B, TAE®har, 7% /1), honest in character and

conscientious in work. I promise to

4. FHAFRKRBEMERTTIRBGEZ 1) if 1 am accepted.

(5. WREL TPl . AHEHD.

I have enclosed my résumé and a recent photograph as requested. 1 can provide references
and my diploma if required. Looking forward to your reply.

Sincerely yours,

Wang Lei

10
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% II. Translate the following sentences.

1. T am writing to apply for the position of salesman advertised in the China Daily of
May 21.

2. 1 can offer your firm a broad skill set with an emphasis on creativity and analysis.

3. Referring to my résumé, you will see that I have participated in various activities and
experiences which have prepared me for the Customer Service Representative position.

4. 1 would very much like to meet you to discuss career opportunities.

5. Thank you for your time and consideration.

6. FAATFFE AR AR A EK

7. YR IRAETEE LA O Sk AT A RV

8. AR W R E S X LE A BEA% R BT 3SR

9. WIRETTERE, KT AL EITRIERTHE TR AL T .
10. EYLE SEITE, FAFAHEREL .

% M. Write a letter.

Situation: Suppose you are a third-year student, majoring in Marketing/Business
English/Public Relations/Business Administration. You read an advertisement on a website
and learn that Changsha Hope Garments Co., Ltd. is looking for Sales Assistants,
Administrative Assistant and Public Relations Assistant. You think you are the right person
for the position (choose one). Write a job-application letter to the HR Dept. of the

company. Use your own personal information where necessary.

Changsha Hope Garments Co., Ltd.
32/F Fortune Building, No. 128 Wuyi Rd., Changsha, Hunan 410005, China
Office: 86— 731 -82103101 | Fax: 86— 731 -82096100 2314

E-mail: Hr@Hope. com | Web: www. Hopegarments. com

Changsha Hope Garments Co., Ltd., is a Sino-USA joint venture located in
Changsha, Hunan, specializing in manufacturing, designing and marketing various
garments in the domestic and overseas market. It has the following excellent job
opportunities for creative, resourceful and energetic people:

Number required: 5 Location; Changsha, Hunan

Age: 20—30 years old  Major: Marketing/Business English/PR/Business Administration

Desired education: 3-year college graduates

Gender; Male/Female Position type: Full-time employee
Marriage Status: No limit Salary: Negotiable
Date posted: Jan. 10, 2011 Validity: Feb. 9, 2011

Job Titles: 3 (requirements are as stated below)

' 4
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