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Dear manager,

I learned from the newspaper that your company wanted to hire an English translator.

I am interested in this job very much. I would like to get this job.

Now | would like to introduce myself to you. My name is Li Ping. I am 30 years old. | am 180 cm tall. I am healthy. | like
swimming, singing and dancing in my spare time. | graduated from Beijing University in 1994.Then,| went to work in Nantong

Middle School. In O | began to work in Suzhou Middle School and I have worked there until now.

I work hard and | can get along well with others. I am good at English and especially my spoken English is very good. | have
translated many Chinese books into English. | can understand Japanese and | can talk to foreigners in Japanese freely.

If you agree with me, | will work hard and try to be a good translator.

If you agree with me, please write a letter to me or phone me. I live at No.1 Renmin Road, Suzhou city. My telephone number is
3654371.

Thank you very much.
Yours Truly

LiPing
gogooooo
gooono
gooono

goooo
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dear leaders:
hello!

thank you for your busy schedule to read my job cover letter(] below(d i will submit to your own personal self for a detailed descri
ption: department of i was a university studentd about to face graduation.

university is china"s key personnel training basel] has a long history and fine traditionsC] and renowned for their rigorous
scholarship educating people well-known; department of the university of is the base of disciplines. in this learning
environment both in knowledge and abilityd personal qualities or accomplishmentsO i have benefited greatly.

four yearsO the strict mentorship lessons and individual effortsC] i have a solid foundation of professional knowledge and
systematically mastered the O and other relevant theory; familiar with the work of common foreign etiquette; with good english
listeningO speaking(J reading(] writing[J translation and other skills; able to skillfully operate a computer office. at the same
timed my spare time to extensively studied a large number of books[] not only to enrich themselves[] many also develop their
own skills. more importantly(] the rigorous study and correct learning attitudes shaped my simple[] stable and innovative
character.

in addition[J i also actively participate in various social activities[] to seize every opportunity to exercise their own. university for
four years[] i deeply feel(J and outstanding students to work to benefit me in the competition; to challenge the practical
difficultiesd let me grow up in frustration. grandparents taught me hard work[d responsibility[] kindness integrity; the chinese
people”s university has trained me pragmatic pioneering and enterprising style. i love your organization engaged in the

causel] eagerly look forward to your leadership[] to contribute to the cause of this glorious; and in practice learning and
progress[]

gooon
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Dear all,

My name is [0 O ]. I just joined this excellent [ O O O O ] yesterday, and previously workedat [0 O O OO O O Jasa
[DO0O0OD0OO00D0Od]. Its my pleasure and honour to be a member of [(1 O O O O O O ] and work with a distinguished group

of people like you. I will do my best on my work in the future. Please let me know if I can be of help at the mean time.

Nice to meet you all and any suggestion is appreciated.
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Warm regards,

[O0O]
Jo4ddobooogan
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replying to your advertisement O answering your advertissmentd O believing that there is an opportunityd O thinking that
there is a vacancy in your companyd O having read your ad] O

0000000000000 0DOooooopkOOoOonooooag

100 O aO replying to your recent advertisement in the boston evening globe, i wish to apply for the position of sales manager(d [
O bd in applying for the position of sales manager i offer my qualifications, which i believe will meet your exacting requirements.
200 ()i believe after reading your advertisement in this morning* s journal that you have just the opportunity i am looking for.
(b)your advertisement in this morning' s journal for an adjustment manager prompts me to offer you my qualifications for this

position

30 (a) having read your advertisement in the new york times for an accountant, i thought you might be interested in my
application.

(b)in your advertisement for an accountant, you indicated that you require the services of a competent person, with thorough
training in the field of cost accounting. please consider me an applicant for the position. here are my reasons for believing i am
qualified for this work.

gooobooboboboobooboobonoo

10 hesitate to state a definite salary, but, as long as you have requested me to , i should consider 6,500 a month satisfactory.
o0do00o0od0ooo0o0oooOo0oooOoooooO0oooogoooooooood

200 although it is difficult for me to say what compensation i should deserve, i should consider-a month a fair initial salary.
goodotdoooobooooodoboooo--ooon

300 i feel it is presumptuous of me to state what my salary should be. my first consideration is to satisfy you completely. however,
while i am serving my apprenticeship, i should consider-a month satisfactory compensation.
O00000000ooo0oU0oooo0oooo0oDoooo0oDoooooDooooooOoo--000
OO0000o0o000oooooooooooooooooon

10 as for salary, i do not know what to say. would$4,500 a month be too much?
O0d0ooo0d0oOoooOoOooooOooooooooo

200 do you think i should be asking too much if i said 5000 dollarsamonth? 0 OO0 0D OO0 0 O0O0O0OO0DOO0O

30 you know what my services are worth better than i do . all i want is a living wage.
goooOoOoOooOoOoOoOoOoOOOOObOOOOOOo

gboooboobooobobooboobon

100a0 0000000 ifyou think i can fill the position after you have read my letter, i shall be glad to talk with you.
00o0oDoooooooooDoooooooodg

()OO OO OODOO if myapplication has convinced you of my ability to satisfy you, i should welcome the opportunity to talk
with you, so that you may judge my personal qualifications further.

2000 00000000000 ifyou' reinterested, let me know immediately, asi* m sure and interview will convince
youi* mthemanforthejob. 00 00000000 D0OODOOOOOODOOODOODOODOOODOOODOOOOO
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O b0 O O OO may i have an interview? you can reach me by telephone at taipei 884525 between the hours of 7-9 a.m. and
5:30-9:30p.m.anyevening. 0000000000000 O0DOOOO0OOOOOODOOOSs45250 0

30000000 hoping you will give me an interview,iamO OO0 00 0O D0 O 0O O O anticipating a favorable decision, i
waityourDd D O 000 00O OO trusting your reply will be satisfactory,iremain(0 D0 0 00O 0O)

AD00000D000DO000D0O0D0O0DO0000 won' tyou please give me the chance to interview your? i can be reached
by calling kenmore 69781. 0O O 0 0 00 0O O O O O k-69781

O bO O O OO may i have the opportunity to discuss this matter further with you? my telephone is kenmore 69781. you can
reach me between nine and five 0  clock during the day.

0000000000000 000000k-697810 0000000000000 0O0O0O

5000000000 iam quite certain that an interview will substantiate my statements between two and four every afternoon
except tuesday you can reach me by telephoning 731430.

0000000000000 oo0ooooooooooooooooR30oonoonon
60000000000 mayihave an interview? my residence telephone is (042) 4398. you reach me by calling that number
until june 30. after july 2, my address will be kent house, bretton woods, new hampshire. 000000 00O OO O 439810
0000000000000 0o0oooooooO0ooooOo0oOoDO0oOoDOooDOoDO
0000000000000 0oooooo0oo0oooooooooooDO0ooooooooooogn
0000D0D0000oooOo0odooooooooOo0oooDooooooooooooooooog
oooooooooooogo

10 i think that i should probably make a good bookkeeperforyou. D 0 00000000 OOOO0OO

200 i am confident that my experience and references will show you that i can fulfill the particular requirements of your
bookkeeping position. 0 OO0 D 00000000000 0OODOOOOOODOOODOODOOODOOODOO

30 i recently completed a course in filing at the crosby school of business. i am competent not only to install a filing system that will
fulfill the needs of your organization, but i am also well qualified to operate itefficienty. D OO0 0 000 O0O0O0O0OCOO0OO
00000000 0o00oO00o0ooooooo0o0ooooOoooooooOoooooOon

47 i feel quite certain that as a result of the course in filing which i completed at the crosby school of business, i can install and
operate efficiently a filing system for your organization.

0000000000000 oodoooooooooooDoooooooooooond

ooooboobobboboooboobobobooboooboobobooobooboobobooobDOon

gostdodoodogd
xi meng

dec,10th XX

dear miss lin,

in searching for employment opportunities on the internet, i learned of a job vacancy in the sales representative of your company. i
believe that my qualifications match the requirements you have listed for the position.

i am very organized, i am a self-motivated worker, and enjoy working in ge, especially trough the past three intern experience in
this pleasant workplace.

with a sound educational background demonstrated and a keen desire to be part of a professional firm, i am submitting my resume
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and wish to apply for the position referred above. i hold the belief that i will make positive contribution to ge.

thank you for your time and consideration and i anticipate the opportunity to meet with you to further discuss my qualification
and your needs.

sincerely,

Xi meng

e oo

oooooooog

Gentlemen,

I have been told by Mr.John L.Pak,Credit Manager, The Business Book Publishing,New York, with whom I believe you are
acquainted,that you are expecting to make some additions to your accounting staff in June.l should like to be considered an
applicant for one of these positions.

You can see from the data sheet that is enclosed with this letter that | have had five years of varied experience in the book
business. The companies for which | have worked have given me permission to refer you to them for information about the quality
of the work I did while in their employ.

My work was in the credit department and in the accounting department in both companies,with some experience also in
inventory control. In both positions,| have been assigned with the daily office administration. The courses taken at Central

Commercial and the Bronx Community College specifically prepare me for doing the accounting required in your department.

I hope that you will give me an interview at some time convenient to you.If there is further information that you wish in the
meantime,please let me know.| can always be reached at the address given at the beginning of this letter.

Very truly yours

Jov/ugoboooggao

April13,20xx8aR
Room212Building3438aR
TsinghuaUniversity,Beijing100084
Ms.Yang:

IwasreferredtoyoubyMr.Zhang,aPartnerwithyourBeijingoffice,whoinformedmethattheShanghaiofficeofyourcompanyisactivelyseek
ingtohirequalityindividualsforyourAuditorProgram.

Ihavemorethantwoyearsofaccountingexperience,includinginterningasanAuditorlastyearwiththeBeijingofficeof CCCC. Iwillbereceivi
ngmyMBAthisMayfromTsinghuaUniversity.lamconfidentthatmycombinationofpracticalworkexperienceandsolideducationalexpe
riencehaspreparedmeformakinganimmediatecontributiontoyourcompany.lunderstandthelevelofprofessionalismandcommunicati
onrequiredforlong-termsuccessinthefield.Mybackgroundandprofessionalapproachtobusinesswillprovideyourofficewithahighlypro
ductiveAuditoruponcompletionofyourdevelopmentprogram.

IwillbeintheShanghaiareatheweekofApril16.Pleasecallmeatltoarrangeaconvenienttimewhenwemaymeettofurtherdiscussmybackgro
undinrelationtoyourneeds.llookforwardtomeetingyouthen.
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Sincerely,
ChengDan8aR

8aR

osguooougogd

gbooobooboobon

gboooboobooobobooboobgoooboobobooboobooboooboboobgo™muobo
gbooobooooboobgooo

goooboobobobobooboobooboboobooboobobobobooboobobboboo
googog

1oboobobooobooboobobooob0oobooboboboobooboobobbobooobOon
oooobogon

2000000000

WULOOoOoooDoob
ADO0O00O00bOooooboo0obgooooog
sbgbooobooboobooboo

gooobooboboboboobooboobobboob0oobooboobobooboobobobobo
ooooboooboboboboo

el00obooooboobobobobooobooboobobDbobDoobOooboobobobooboOobo
gad

/bgooboboobooboobobooboobooobooo

Jooguoooouuogd

A letter of opplicotiot
Dear VVolvo company recruiters
A: hello!

I am changchun college of engineering students, my major is marketing, is now a junior student. Recently learned that your
company is recruiting talents, 1"m confident that I learned in the university knowledge can help with me to apply for the marketing
intern position in your esteemed firm.

Up to now, in the three years of university life | learned all kinds of professional knowledge related to marketing, operation of the
market and marketing has certain understanding and insights. And | have good basic computer knowledge and application ability,
in the big moment has passed the national computer rank examination of appraisal. Can now be skilled in Windows xp, ps, the
operation of the office. | believe that | can use my knowledge to better qualified for the sales intern position.

To learn the knowledge of the marketing will be important, but practice is the most important for marketing, light has theoretical
knowledge is far not enough, as a marketing professional students, we should apply learned knowledge to practice. In university, |
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not only learn professional knowledge, I also use of summer vacation time to drink store part-time selling drinks, one month after
the sales process, through contact with a wide variety of customers, | learned a lot that no textbook, more profound understanding
of the marketing, the subject and in the process of internship, | have learned in school knowledge combining with practice, made
me better grasp the marketing skills.

Three years of university life, provides interpersonal communication platform and exercise for me. In school, | took part in various
activities and community, in the process of the activity, | exposed to all kinds of people, through contact with different people
communicate, | began to learn and master the skills to communicate with people. | believe that these skills can make me more
qualified for sales intern job.

I really hope to be able to work from your company, give full play to my talent. Enclosed is my resume. If have the opportunity to
meet with you, | will thank you very much!

Yours sincerely[

LI

gooouooooooood

goooood

Dear manager,

| learned from the newspaper that your company wanted to hire an English translator.

I am interested in this job very much. I would like to get this job.

Now | would like to introduce myself to you. My name is Li Ping. I am 30 years old. I am 180 cm tall. | am healthy. I like
swimming, singing and dancing in my spare time. | graduated from Beijing University in 1994.Then,l went to work in Nantong

Middle School. In O I began to work in Suzhou Middle School and | have worked there until now.

I work hard and | can get along well with others. | am good at English and especially my spoken English is very good. | have
translated many Chinese books into English. | can understand Japanese and | can talk to foreigners in Japanese freely.

If you agree with me, I will work hard and try to be a good translator.

If you agree with me, please write a letter to me or phone me. I live at No.1 Renmin Road, Suzhou city. My telephone number is
3654371,

Thank you very much.
Yours Truly

LiPing
O1odoodoogod

Dear Mr. / Ms,

We are pleased to introduce Mr. Wang You, our import manager of Textiles Department. Mr.Wang is spending three weeks in
your city to develop our business with chief manufactures andto make purchases of decorative fabrics for the coming season.

We shall be most grateful if you will introduce him to reliable manufacturers and give him anyhelp or advice he may need.
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Yours faithfully,

Yang Ning
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