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Moc{u[e One

Job Hunting 28 ER

You will be graduating from a vocational school next

year. Have you well prepared for job hunting?

R SERPH PIREL, LA RKRBIFLES
T 9

In this module, you will be able to ( #3A#sk, RIS )
» write an application letter ( S3REE ) ;

» edit your résumé ( FEMAEH ) ;
» give a self-introduction ( BB ) .
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Job Application Letters
KERf=

Faced with job advertisements, can you write job application letters? An
effective job application letter will bring you an opportunity for a job interview.

AXREE, RESRREL? BEMNE, —HFHRBRESIFRERER
M=,

Li Xiaona is a vocational school student. She majors in Tourism English. She is
good at English and typing. Now she is interested in the following job advertisement.

Receptionist
Full time

! CRW Travel Agency is seeking a receptionist.

! Responsibilities:

é * receiving visitors;

i+ answering phone calls;

i+ delivering mails;

' processing documents and forms.

Requirements:

5 « excellent service attitude;

i+ good command of English, both oral and written;

|E + good computer skills; ‘

i+ outgoing personality.

E If interested, please send a letter to the following address: :
| MR H b 918 BRI 2506 % :
i Postcode: 200070 s

.............................................................................................
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Qyodule One Job Hunting

R M
Words and Phrases
major ['merdza(r)] vi. 15
tourism ['tuarizam] n. 3R
advertisement [ a&dva'taizmoant] n %
receptionist [r1'sepfanist] n. #6844 i
seek [sik] vt. F3
responsibility [r1,sponsa bilati] n. B, Wi
deliver [di'liva(r)] vt. i ik
process [ 'prouses] vt & E
document ['dokjumant] n. XH
requirement [r1'kwaroment)] n &X
excellent ['eksalont] adj. . 7%
attitude ['ztitju:d] n S
command [ko'ma:nd] n ¥
skill [skil] n 3k
personality [ p3:se'nzloti] n. M

Questions

Directions: Discuss with your partner about the following questions. ( # 5 [ ##
W TF FAE, )

1. What position does Li Xiaona want to apply for?

2. Do you think she is qualified for this job?

3. What elements are necessary in an application letter?
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Unit 1 Job Application Letters
KERE

O

No. 160 Zhongyi Rd.,
Shanghai 200135
Mar. 5%, 2016

CRW Travel Agency

Rm. 2506, Hengli Plaza,

No. 918 Tianmu M. Rd.,

Shanghai 200070

Dear Sir or Madam,

I am responding to your ad in the China Post for a receptionist, and I am extremely
interested in the position.

I am now studying in Tian Yang Vocational School. I will graduate this June. My
major is Tourism English. I have a full-time internship at the TCE Travel Agency for
nearly one year. My performance has been acknowledged by my superiors.

I love English and often take many English activities. I can type all kinds of
documents and forms with high accuracy. I am an outgoing girl and have a high sense
of responsibility. I think I am the right person for that position.

I am looking forward to hearing from you! My contact number is 138-9530-2146.

Yours sincerely,

L7 Fiaena

Li Xiaona

Words and Phrases

application [ epli'keifn] n. Wig
respond [r1'spond] vi. B 5L
ad [&d] (=advertisement ) n )%
extremely [1k'stri:mli] adv. £
internship ['mt3:nfip] n. %3]
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Module One Job Hunting

% m
performance [pa'fo:mons] n. &I
acknowledge [ak nplid3] vt AT
superior [su: praria(r)] n. k3
accuracy ['@kjorasi] n f# (M)
position [pa'zifn] n. BAL
contact [ 'kontzekt] n ¥ %
sincerely [smn'sioli] adv. Jig b
Questions

Directions: Discuss with your partner about the following questions. ( i 5 [
PR TH A, )

1. Do you think Li Xiaona’s application letter will catch the employer’s eyes?

2. Why does Li Xiaona write her name twice?

3. What’s the format of an application letter?

Directions: Arrange the letter in the proper order. Write one number in each

box. (# A RREHF, AEMENENHBLNET, )
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Unit 1 Job Application Letters
KERE

O

(1) Iam looking forward to hearing from you! My contact number is 138-9530-2146.

(2) No. 918 Tianmu M. Rd.,

{3) Li Xiaona

(4) L: Hiaoma

{5) I love English and often take many English activities. I can type all kinds of

_documents and forms with high accuracy. I am an outgoing girl and have a high
sense of responsibility. I think I am the right person for that position.

(6) CRW Travel Agency

(7) Mar. 5", 2016

(8) Shanghai 200135

(9) Yours sincerely,

{10) Rm. 2506, Hengli Plaza, =

(11) No. 160 Zhongyi Rd.,

{12 ) Dear Sir or Madam,

(13) I am now studying in Tian Yang Vocational School. I will graduate this June.
My major is Tourism English. I have a full-time internship at the TCE Travel
Agency for nearly one year. My performance has been acknowledged by my
superiors.

(14) 1 am responding to your ad in the China Post for a receptionist, and I am

extremely interested in the position.

Directions: Sort out the following sentences into the function boxes. Write the
corresponding letters in each box. (& ¥ T7l4 Fihtko %, &
BN REARANMENET. )

1. Positions
l ar

2. Education

| |
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Module One Job Hunting

% m

3. Experience

| l

4. Skills

l l

5. Awards

| ]

6. Requests

1 |

7. Enclosures

[ J

(1) I am now a student in the TAE Technical School, and I expect to graduate in
June.

(2) 1 won the first prize in School English Speech Contest.

(3) 1look forward to your early reply.

{4) Tcanspeak English well.

(5) Please refer to my enclosed CV for details.

(6) I have come to know that you have a vacancy for the post of cashier.

(7) Please find my enclosed résumé for your reference.

(8) At present, | am working with the VSC Company as a trainee.

(9) I major in Marketing Management.

(10) I was awarded the title of “Good Volunteer” last year.

(11) I am enclosing my résumé to provide further details.

(12) I have basic computer skills.

(13) 1 would be grateful if you can let me know the result soon.

(14) I am interested in applying for the salesman position advertised in today’s

China Daily.
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Unit 1 Job Application Letters
RERE

©)

{15 ) Ishall appreciate the chance to have a job interview.

(16) 1took a part-time job as a salesman during the summer holidays.

(17) A friend of mine who works in your company informed me of a secretary

vacancy in your company.

tourist guide
administrative clerk
secretary
cashier
receptionist
bellman
operator
waiter/waitress
doorman
reservationist
box-office clerk
usher

“«F Vi.Ties

marketing assistant E4hBh R

TEAF R -
#k 4

4

B R

TE R

AR BER
&, BH R
nE

T R

£ER

R

# State clearly the position you are applying for. Remember that the employer may

have many job openings at any time.

# Show how your education, experience and skills meet the requirements.

# Use specific examples if possible.
# Describe the results of your skills.

# Briefly explain why you want this position.
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@Module One Job Hunting
R M

# Check spelling and grammar.
# Keep your information up to date.

1. Situation: Chen Wei is a vocational student, majoring in Hotel Management.
In today’s newspaper, he came across a job advertisement below.
He decides to write a job application letter to try his luck.

.............................................................................................

CYJ Hotel Co., Ltd.
Bellman Must

* Be 175¢m or above;

+ Speak English well;

* Be able to provide good customer service;

+ Have some experience, but not necessary.
If interested, please contact the following location, :
Rm. 201, 564 Changshen Rd. 201310
Tel: 53081706

.............................................................................................

Directions: Chen Wei has completed his application letter. But now it is mixed
up. Please arrange the letter in the proper order and put each
number in the right place. ( (RE G B RBREMFE T, FH 8y
KBEHF, AENMRFHENBLHMLE, )

.......

.......

.......

.......

.......
.......

.......

.......

.................................................................................

.................................................................................

.................................................................................

.................................................................................

.................................................................................

.................................................................................

010



