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Well begun is half done.



36 Shungeng Road Jinan, 250014
June23, 1999
General Manager ABC Company

Beijing. 100021

Mr. Allen,

Sincerely

Easy

Focus
t t

“Mroxx . . “Dear Sir”.

Sample 1

Dear Mr. Chang
Thisis my application for your position of marketing manager advertised in China



Daily © Sept.77 | would greatly appreciateit if you could consider me as a candidate for

that post.
The enclosed materials indicate my broad scope and experiences in the field of

marketing. Despite the Bachelor in my spare time to keep up with the rapid wheel (

: )of the society at the advent of the new century | focus ( )on accumulation

of practical experiences as much as possible. | wish these give me an ideal preparation
for assuming the role of marketing manager or related areas in a large and famous

organization like yours. Last year | participated in ( )a large-scale marketing
programfor an electronic product, so | am very familiar with the issues ' ]
and problemsin your area.

| would like to call your attention to my relative abilities in business. My excellent

command { J of English. Both written and ora ¢ 1, makes free to
communicate with foreigners in daily life and trading negotiations 1 | selected
Japanese as my second foreign language in consequence J that | am able to talk

with native speakers. | am convinces that this extraordinary ability can make great
contributions [ J to your development in global market.
| have been anxious. since young. to become established J witha

leading company like you. where | can expect more opportunities and responsibilities

[ J. If 1 could have the privilege of your personal interview , | would like to
prove to you my perseverance { J, initiative J, competence (
) and teamwork Ja

Please let me know your most convenient schedule. Y ou may telephone me on the

private line or send an e-mail to my mailbox.



Y ours faithfully,
Easy

Focus



Sample 2

Dear Mr. Li.,
Replying to your advertisement on the recent issue of Career Post, | think you

might be interested in my application for the secretary' s vacancy ( ) in your
company.

| am a senior ( )of university student majoring in international business
and will graduate this coming July. As a business major, | , during my four years of
campus ( )life, have acquainted with ( ) the knowledge and transactions,

especialy in international trade.
| am quite convinced that all the above may do great good to your company.
Besides, my high level of foreign languages, Including English, Japanese and

Korean, can provide me a spectacular ( : ) advantage for the position
as a secretary. | also accumulated a great number of experience as a business secretary

when acting as an assistant in trading form during the garments expo ( )and as an

interpreter ( )for aforeign visiting group.

Please pay special attention to my awards in literature and computer science, whichisa

plus for that position. You may prefer my professional thesis ( ) on
management strategy ( ) for multinational corporation like yours. So | am

convinced that | am a perfect secretary in a large trading company with co\operation,

diligence ( ' ) and optimism ( ).

If you could kindly five me the privilege ( ) of an interview. | would gratefully



prove you my competence.

Yoursfathfully,
Easy

FOCUS

- Easy

, Easy



Easy

Sample 3.

Dear Mr. White,
In answer to your advertisement on the Beijing Youth, | wish to apply for the
position of office manager.

| am 32 years of age and nor yet married. After taking B.A.( )in
management in Nanjing University, | went on for one year’ s united courses by Nanjing
University and Johns-Hopkins University — 3 of U.SA., where
| was taught completely in English by American professor. And then | worked five
years as an office clerk in a trading firm in Shanghai. As you stress( )in the

advertisement the importance of wide knowledge and foreign languages, I' d like to call
your attention to my strong points in business experience and thorough ability in
foreign languages. Furthermore, the American professors have taught me the

blueprint( - )of commercial codes and customsin U.S. A, which isthe largest

market of your products.
| like my current position, but my office manager is still young and competent. In

the short run, | have discovered no signs of advancement ( ; ) and no chance to
preside ( Jover alarge program independently. | am looking for a position of office
manager in your company to increase my experience and ability in commerce ( ;
) and business.
Enclosed are copied of my credentials ( ), and if you feel that my

qualifications ( )meet your requirements, please give me an opportunity of personal

interview on your most convenient date.

Y ours cordidly,
Easy



FOCUS
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Easy

Sample 4.
Dear Mr. Huang,

| venture ( : ) to write to you to see whether there are some vacancies
available ( : )for me in your company. Enclosed are copies of my
credentials ( ).

| am at age of 28,not married. After taking M. S. ( ) in computer science
in Tsinghua University, | have worked in a computer company for two years. The
earnest ( Jreason why | apply for a position in your company is that my current
work doesni t fit my maor. Sevenyear study of computer science avails me of great
competence and talent in research and development. To My disappointment ( ), |
mainly deal with marketing and sales of computer in my current company. Though |

have accomplished J my duty, | believethat | could do better in research.
Ever since | was a beginner in computer, | learnt that you are a leading
manufacturer in the field of electronics and computer. My friendsin U.S.A. encouraged

me to become established with a famous multinational corporation ( ) like
yours and that has always been my dream. | am the top student on campus and has

awarded with nearly all kinds of scholarships ( ) and prizes . My participation
( ) in a national strategy on computer development gibes me strong confidence in

practical use. | have been the co-producer of some software ( ), which are in good

sale on market .
| feel quite honored if there is some vacant position in your company suitabl e for
me. And | am glad to have an interview at tour most convenience!



Yourstruly,
Easy

FOCUS



