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Letters of Job Application

(Outline)

(Cover Letter),

(Writing Principles)
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(Methods of Writing Envelopes)

(Name, Salutation and Address)

Y Y
b ’ o b
Mr. ; Mrs. , Miss,
s Ms. ; Dr. Prof. ,
Mrs. , Ms. Miss, , ,

b A b b

& Key Board of Salutations

Mr.

Mr.

Mrs. / Miss / Ms. / /
Dr. (Doctor)

Prof. (Professor)

Pres. (President) s )
Messrs.

Mses.

& Key Board of Address

1. 379 Ba Sheng Rd. , Wai Gao Qiao Free Trade Zone, Pudong,
Shanghai. P.R.C. 200131
. 379 , 200131
2. Rm. 101, No. 25, Lane 767, New Mofan Road,

Nanjing. P. R. C. Postcode:; 210003
. 767 25 101 : 210003

527 HUAI HAI ZHONG RD. SHANGHAI, 200020
527 B 12 1216 , 200020

3. RM. 1216, 12/F, SUITE B, INTERNATIONAL SHOPPING CENTER,
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. (Ways of Sending)

Ordinary Mail

Personal

Registered Mail
Express Mail

Via Hong Kong
Photographs: please Do Not Bend ,
By Air Mail

Private

Via Air Mail Registered
Immediate (Urgent)
Rush

If undelivered, please return to. .. , o eeees

Please forward , : By kindness of, Per kindness

“ ”»

of, Per favor of, Through courtesy of, By politeness of

Please forward

Ms. Linda Fang, Personnel Manager
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@é‘_ Sample 2

Mr. William Smith ( )
Managing Director
Per favor of Miss Helen Wu ( )

C/O (care of)

& Sample 3

General Manager

ABC Engineering (Shanghai) Ltd.
C/O Mr. Zhigang Liu

Room 201, 1218 Wuning Road
Shanghai 201800

1218 201 , 201800

ABC

. (Forms of Envelopes)

(Block Form)

’

(Indented Form),

o

o
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[? Sample 1 (Block Form)
Xiangdong Wang (Sender) stamp
Department of English

Shanghai College of Science and Technology
280 Jinsha Road Jiading District
Shanghai 201800 P. R. China

Mr. Williams Smith (Receiver)

Manager of PR. Department

ABC International Trade Company

12/F. Union Building 100 Yan An Dong Rd.
Shanghai 200002

& Sample 2 (Indented Form)

From Xiangdong Wang (Sender)
Department of English stamp

Shanghai College of Science and Technology
280 Jinsha Road Jiading District
Shanghai 201800 P. R. China

To Mr. Williams Smith (Receiver)
Manager of PR. Department
ABC International Trade Company
12/F. Union Building,
100 Yan An Dong Rd.
Shanghai 200002

. ( Attention)
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(Indented Form)

(Signature)

(Forms of Letters)

(Heading) .
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é Sample (Indented Form)

Heading ( )

Date ( )

Inside Address ( )

Salutation ( )

. Beginning of the letter (

. Introducing yourself ( )

. About the enclosure and others (

)
. Ending ( )
Complimentary Close ( )
Signature ( )
. (Block Form)
0 (Heading) (Date)
, , (Inside Address) . (Salu-
tation) (Body of Letter) . (Enclosure) . (Signature)

(Complimentary Close) .

o
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l;: Sample (Block Form)
Heading ( )
Date ( )
Inside Address ( )
Salutation ( )

. Beginning of the letter (

. Introducing yourself ( )

. About the enclosure and others (

)
. Ending ( )
Complimentary Close ( )
Signature ( )

. (Extreme Block Form)
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l;_r Sample (Extreme Block Form)

Heading ( )

Date ( )

Inside Address ( )

Salutation ( )

. Beginning of the letter ( )

. Introducing yourself ( )

. About the enclosure and others (

)
. Ending ( )
Complimentary Close ( )
Signature ( )

. (Semi-block Form)
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(Semi-block Form)

Heading ( )

Date ( )

Inside Address (

Salutation ( )

. Beginning of the letter (

. Introducing yourself ( )

. About the enclosure and others (

. Ending ( )

Complimentary Close (

Signature (
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(Useful Expressions for Job Application Letters)

. (Beginning of Job Application Letters)

() (In Reply to Advertisements)

. 1 wish to apply for the post you are offering in todays Shanghai Daily.
{ i .
. Please consider me as a job applicant for the position which you advertised in Peo-
plées Daily of April 16.

4 16 { » , °
. In reply to your advertisement in yesterday’s China Daily, 1 respectfully declare
myself as a candidate for the position.

{ i ) o
. T am glad to hear that you are seeking a tutor; I wish to offer my services.
. Miss Mao Xiaoyu informed me that you are looking for an English interpreter, I
should like to apply for the post.
. Your advertisement declaring you need for a sales manager in Shanghai Daily of
Oct. 25th captured my interest. I believe I can fill that vacancy.
10 25 { )] )

In response to your advertisement in today’s China Daily for a female English
teacher, I would like to offer my services for the position.

{ » ,
. Your advertisement intrigued me because I am particularly qualified for this job po-

sition, due to experience and aptitude.

b o

() (To Make Self-recommendation)

. Being informed that there is a vacancy in your company. I would like to apply for
the position if it is still open.
b 9 o

. As a college graduate, I am seeking for a job as an interpreter.
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b o
Like many other young men graduating from schools, I am eager to get a suitable
position.

b o

. Please tell me if your company needs an experienced computer operator

Knowing how rapidly your business is growing, I beg to ask if you need a dependa-

ble secretary or an assistant.

’ o

. 1 am writing to you with the hopes that you can offer me a summer job.

In July of this year I am going to graduate from Shanghai College of Science and
Technology. I am very much interested in securing a suitable position. I believe I
can qualify as a marketing research assistant.

7 , °

o

. Because I am very keen on receiving practical experience working as a tour guide

from March to June. Thus, I am writing to inquire whether you will need the serv-
ices of an English major college student. I am available to fill in for one of your
staff during this period.

3 6 s

o

. (Useful Expressions for Personal Information)

() (About Experience)

I am twenty-five years old and I have been employed for the last 3 years by Shang-
hai Bank in the general clerical work of the office.

25 3 o
I am twenty-year old female with two-year experience working as a part-time tour
guide at Dongfang Travel Agency.

20, . 2 o

. T am twenty-two years old, and am anxious to settle down to office work.

22, o

. I will graduate in July this year. I worked for one year as the chief Editor for our

school's newspaper, and I believe my education and part-time experience will ena-
ble me to work efficiently for your newspaper company.

7 o o ,



