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March 15, 2000

Mr. Phillip Crenshaw, Personnel Director
ABC Manufacturing

4909 Gen. Bradley NE

Albuquerque, NM 87111

Dear Mr. Crenshaw:

May I have an interview with you to discuss your work in
personnel as well as any new directions you see developing in the
personnel field?

I am gathering information for an article I am writing on

students, graduation, job prospects and future developments in



personnel. The article will appear in the local section of the
Kansas City Star 1 would very much like your input for my ar-

ticle.

I am especially interested in what is taking place in manufac-
turing companies such as ABC. As a college senior, I will gradu-
ate from Kansas University the end of May with a degree in hu-
man resources and business communication. I feel that my educa-
tion and summer activities, writing news releases for the regional
YMCA and developing skill programs for YMCA employees will

qualify me in the future for a trainee position in personnel.

I will call your office next Wednesday morning for an ap-

pointment time that is convenient. My interview should not take
more than 30 minutes.

Sincerely,

Marion L. Thomas
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November 10, 2000

Mr. Robert J. Hunter

Director, Internal Communications
United Telephone, Inc.

P.O. Box 3245

Winston Salem, NC 27106

Dear Mr. Hunter:

John Stewart, your director of public relations, told me that



you were looking for a communication specialist. I am a recent
graduate of Richmond University and would like the opportunity
to talk with you about the position.

My degree is in journalism, and my intern work during my
senior year was on the community desk at the Kansas City Star.
The summer of 1999 I assisted the editor of the St.Joseph Hospi-
tal newsletter and was responsible for writing the articles and tak-

ing pictures.

May I have an appointment to discuss my qualifications and
my interest in working with you as a communication specialist? [
will call your office Wednesday morning for a time that is conve-

nient for you.

Sincerely,

Joan Eldon Williams
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12 February 2000

Ms. Huang Haifeng

Manager, Personnel Department
IM Com. Inc.

216 Anxi Road

Shanghai 200037

Dear Ms. Huang:

I am interested in applying for a position as an electronic en-
gineer at IM Com. I found the position advertised at the place-
ment office at Wuhan University. I will graduate in June with a
degree in electronical engineering and hope to start my career at



that time.

During the past four years I have had a good deal of academic
experience in communications technology. As an active member of
the Wuhan University Society of Computer Communication, I
learned much about the practical challenges mechanical engineers
face each day, and about the strategic significances of collaborat-
ing with fellow team members. In my position with Excelcom, I
was able to test and sharpen the skills I was learning at school and
use them on a regular basis. In addition to the responsibilities not-
ed in my resume, I designed an innovative software program that
compiles data used by other firms and interpret the results for the
sales division at Excelcom.

My experience of working with others has given me confi-
dence in my interpersonal skills and decision-making abilities,
particularly in the area of computer communication. And I believe
that making a contribution to a general goal goes much further
than simply possessing skills; one must have the ability to work
toward a consensus everyone can live with.

I am available for an interview at any time convenient to
you. I can be reached by phone at 48202928. Thank you for your
time and consideration.

Sincerely,

Pan Yanggang
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April 2, 2001

Mr. Robert Carol, Manager
Human Resource Division
TransAsia Co., Ltd.

24 Guanghua Road

Beijing 100024

Dear Mr. Carol:

I am applying for the vacant position 1n your Accounting Di-
vision announced in your bulletin. I have just passed the CPA ex-
ams and will receive a Bachelor of Science degree in accountancy

from the Beijing University of Finance and Economics this July.

My courses in the accountancy curriculum have given me not
only the necessary theoretical background but also extensive prac-
tical experience. For each course I have worked many cases and
problems, including preparing systematic accounting records and
satisfactory statements for hypothetical firms. Therefore, I al-
ways rank the first of the class for all the accountancy courses.

For this reason, I was referred to as “Accounting Expert”.

Courses in speech communication and business writing have
taught me how to communicate with various business audiences.

This means that I would be able to provide reports, financial



statements and visuals that could be easily followed by those not in
the Accounting Division to show how accounting information is
related to management needs. I can help your staff present the
immediate and reliable information about costs and revenues that
TransAsia needs to keep its prices competitive and to increase its

profits.

My three years of experience working for the Pacific Compa-
ny have also given me the opportunity to make decisions and show
responsibility. Although I was hired merely as a part-time typist,
my supervisor frequently asked for my recommendations on ways
to get work done more efficiently. In fact, I developed a proce-
dure for making out arbitration reports which saved so much time
that 1 was asked to teach it to the other employees in my depart-
ment.

The enclosed resume summarizes my qualifications. I would
like to make an appointment for an interview any afternoon. I am
looking forward to discussing with you ways in which I can help
the company carry its tradition of excellence further into the 21st
century.

Sincerely,

Yu Tingfen

Enclosure
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