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ofc: office w/exp: with experience
mngr: manager bkkpng: bookkeeping
gd: good yr: year

reqrd; required temp: temporary
knwldg: knowledge prefd: preferred

nec: necessary F/T; full time

pckg: package expd: experienced

Wp: word processor profl; professional

Secretary
Profl secretary wanted. Full time. Cheerful person, conversant
with all secretarial skills including typing, operating word - proces-
sor. Salary $250/wk. 251 - 898 - 5030



goono
goooooooboobobobbbbooooooooo
oO0ooOooOoo0o0O0o0 2500000 00251 -898 -5030

Example 2

Child Care Housekeeper
Warm, responsible woman needed to care for 3 & 5 yr olds in
our Morristown, NJ home. Live in, nonsmoker, must drive. Temp
or permanent. Experience prefd. Call 010 - 666 — 4657
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Example 3

ADVERTISING COPYWRITER
Must have experience on good accounts and ability to write hard
selling copy. Married. Age 35. At least 10 years’ experience. Salary
open. Please write full details, age, experience, accounts handled.
Box 27B, Harold
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Example 4

Part - time work Shop Assistant
Hours; 6:30 p.m. to 9:30 p.m.
Salary: 4.00 per hour
Call Max Skelly
Tel: 56923564
Address; 3000 Van Ness St.

o 0O

gooooon
oobomob 6:30.0 9.30
oomog 400
goobooo -.o0d

U U 156923564
Oo0mMmoOoOno 3000 0



Example 5

McLane Company, one of the fastest growing companies in the
U.S., is the largest distributor of food products and general merchan-
dise to convenience stores and a wholly owned subsidiary of Wal -
Mart. This position will be based at our Kissimmee, FL distribution
center.

HUMAN RESOURCES MANAGER

This position reports to the Division President and is responsible

for employment, salary and benefit administration, safety and train-
ing, employee relations, employee enhancement programs, and other
HR related duties.
' Qualified candidate will have an undergraduate degree and 4
years progressive experience as a Human Resource professional, as
well as a primary focus on controlling health insurance through plan
design and administration.

Our competitive salaries are complemented by an excellent bene-
fits package including medical, dental and life coverage, 401 (K)
plan, stock purchase program, and more. For confidential considera-
tion, forward your resume with salary requirements to; Employment
Manager, P.O. Box 6115, Temple, TX 76503 - 6115. Fax:(817)
771 - 7547
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Example 6

A Published Job Listing

COST ACCOUNTANT Grade 26/28 Available: 6/20

DEPARTMENT: Ship Fabrication

Supervisor; Liberty Ford

Group Mission: Provide support to Chip Fab in all areas of factory
cost and production.

Job Purpose: Supports financial and accounting aspect of Chip Fab.

JOB FUNCTIONS: Monthly close activity for production and devel-
opment. R & D accounting, project tracking, various cost analy-




sis, management reporting, inventory control, standard setting,
implement activity -- based costing, innovative approach to ac-
counting requirements. Coordinate closely with financial analyst.

KNOWLEDGE/ SKILLS/EXPERIENCE

Current Proficiencies; General ledger, CMS, Modplan, Accounting/
financial knowledge, analytical abilities. Lotus or Excel, Activity
based accounting, Freelance or other graphic software, SMS,
Previous accounting experience required.

Education: Bachelor degree in Accounting, Finance or other degree.
Years Related Experience; 3 — 5 years.

Other/Helpful : Proactive/innovative attitude. Team skills. Commu-
nication and presentation skills. Accounting in a manufacturing
environment.
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Example 7

An On - Line Job Posting

Send resumes to sgordon @ softech.dc
FEDERAL ACCOUNT SALES MANAGER
Grade 28/29 Available 7/25/9x
DEPARTMENT. FEDERAL Supervisor: Sara Gordon
Group Mission: Sell products and services to federal agencies and
contractors.
Job Purpose: Responsible for specific territory of federal government.
Sales will be dependent upon effective communications with scveral
levels of government management ranging up to very high exccutive
personnel. Products to be sold are technical. A successful applicant
must have experience in the application of advanced system tech-



niques in varying government environments.

KNOWLEDGE/SKIL1LS/EXPERIENCE

Current proficiencies; Experience with prospecting and developing
new territories. Minimum 5 years of major software sales experi-
ence( $ 100,00 + ) in presenting strategic solutions using high -

tech products. Proven track record of meeting or exceeding sales
quota.

LEARN; 90 DAYS: Create a business plan for territory, develop and
maintain strong client and prospect knowledge, sell complete solu-
tion software and service.

EDUCATION: BS in Business of Computer Science with 5 - 8 years

related experience.

OTHER/HELPFUL: Experience selling to large government agen-
cies/depart ments, software development or consulting experi-
ence, leadership or management experience.
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Example 8

Exciting Opportunity with Leading Telecom Company

Ericsson is a world leader in telecommunications, recognized
globally for its advanced systems and products for Wired and Mobile
communications in Public and Private networks. Ericsson is a strong
and established player in the China’s telecommunication market. As a
result of Ericsson’s excellent performance, it is now the time to
strengthen our North Region. Ericsson is ratified by the Talent Market
Management office of Beijing personnel Bureau. We are now hiring

1. Marketing /Sales Manager

* To achieve and maintain high level of sales, profitability and cus-



tomer satisfaction within assigned area;

* University degree in business of technical field;

* Minimum 5 years marketing experience, in telecommunications
field preferred.

2. Product Manager

* To be responsible for System Design of technical proposals in our
GSM and TACS projects and coordinate technical work related with
tender preparations;

* To be responsible for technical negotiation in the contract discus-

sion;

* To introduce the customer to Ericsson’s products by arranging semi-
nars and presentations of new or enhanced products and functionali-
ty;

* Minimum, S years working experience in telecommunication and at
least 3 years working experience for Network Planning or Design of
Telecommunication Networks within either Fixed or, preferably,
Mobile systems.

3. Mobile Telephony System Support Engineer

* To provide technical support to the customers;

* To implement all software changes in the system;

* Open - minded, has flexible attitude and willing to work in a team
of diverse professional and cultural backgrounds;

* University degree in Electronic/Telecommunication engineering,
Computer Science or equivalent Technical backgrounds.



4. Radio Network Design and System Optimization

* To carry out RF measurements;

+ To perfom initial running activities and Radio Network optimiza-

tion;

» Technical University or equivalent with other education and experi-
ence in Telecommunications Engineering .

The successful candidate must be Beijing resident. If you have
the qualifications we are looking for, please send detailed resume in
English and Chinese with current and expected salary information plus
a recent photo to:

Human Resources Department
Ericsson (China) Co. Ltd.
No. 9, Chaoyang Road
Beijing 100027
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Example 1

Dear Sir,

In reply to your advertisement in today’s newspaper regarding a
vacancy in your office, I wish to apply for the position of senior clerk
which you have specified.

I feel confident that I can meet your special requirements indicat-
ing that the candidate must have a high command of English, for I
graduated from the English Language Department of x x University
three years ago.

In addition to my study of English while in the university, I
have worked for three years as secretary in the firn of ABC Trading
Co. L.

The main reason for changing my employment is to gain more
experience with a superior trading company like yours. I believe that
my education and experience will prove useful for work in your of-
fice.

I am enclosing my personal history, certificate of graduation and
letter of recommendation from the president of the University, 1 shall
be obliged if you will give me a personal interview at your conve-
nience,

Very truly yours
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