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Joodoobonbonool
dear leaders:
hello!

thank you for your busy schedule to read my job cover letter[] below( i will submit to your own personal
self for a detailed description: department of xxxx xxxx i was a university studentl] 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; xxxx department of the university of Xxxx Xxxx is
the base of disciplines. in this learning environmentJ both in knowledge and ability(] personal qualities or
accomplishments[] i have benefited greatly.

four years[] the strict mentorship lessons and individual effortsC] i have a solid foundation of professional
knowledge and systematically mastered the xxxx[J xxxx and other relevant theory; familiar with the work of
common foreign etiquette; with good english listening[] speaking[] reading] writing[J translation and other
skills; able to skillfully operate a computer office. at the same time[] 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[] 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 difficultiesC] let me grow up in frustration. grandparents taught me
hard work( responsibility[] kindness[] integrity; the chinese people”s university has trained me

pragmatic] pioneering and enterprising style. i love your organization engaged in the cause[J eagerly look
forward to your leadership[] to contribute to the cause of this glorious; and in practicel] learning and
progress.
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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. I am 180 cm tall. | am
healthy. | 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 (I | began to work in Suzhou Middle School and |
have worked there until now.

I work hard and I can get along well with others. | am good at English and especially my spoken English is
very good. I have translated many Chinese books into English. I can understand Japanese and I 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
ooooooods3
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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. 1 would like to get this job.

Now | would like to introduce myself to you. My name is Li Ping. | 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 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.
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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. | live at No.1 Renmin Road, Suzhou city. My telephone number is
3654371.

Thank you very much.
Yours Truly

LiPing
goooooo
gooono
gooono
agoooo
gogooooo

googogn

obogoougo4

oo00oo0:0oooooooo
April 13,

Room 212 Building 343

Tsinghua University,Beijing 100084
Ms. Yang:

I was referred to you by Mr. Zhang, a Partner with your Beijing office, who informed me that the Shanghai office of your company
is actively seeking to hire quality individuals for your Auditor Program.

I have more than two years of accounting experience, including interning as an Auditor last year with the Beijing office of CCCC. |
will be receiving my MBA this May from Tsinghua University. | am confident that my combination of practical work experience
and solid educational experience has prepared me for making an immediate contribution to your company. | understand the level
of professionalism and communication required for long-term success in the field. My background and professional approach to
business will provide your office with a highly productive Auditor upon completion of your development program.

I will be in the Shanghai area the week of April 16. Please call me at 136001216901 to arrange a convenient time when we may meet
to further discuss my background in relation to your needs. I look forward to meeting you then.

Sincerely,

Cheng Dan
Oooogoogdos

Dear Mr. / Ms,
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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.
Yours faithfully,

Yang Ning

Oooodoogdoe

DearMr.Huang

laminterestedinapplyingforapositionasaelectronicengineeratCenturyCom.IfoundthepositionadvertisedattheplacementofficeatFuda
nUniversity.lwillgraduateinjuneinelectronicalengineeringandhopetostartmycareeratthattime. Duringthepastfouryearsihavehadagoo
ddealofacademicexperienceincommunicationtechnology.AsanactivememberoftheFudanSocietyofComputerCommunication lle
arnedmuchaboutthepracticalchallengesmechanicalengineersfaceeachdayd andaboutthestrategicsignificancesofcollaboratingwithfel
lowteammembers.InmypositionwithExcelcom Iwasabletotestandsharpentheskillslwaslearningatschoolandusethemonaregularbas
is.Inadditiontotheresponsibilitiesnotedinmyresume] Idesignedaninnovativesoftwareprogramthatcompileddatausedbyotherfirmsa
ndinterpretedtheresultsforthesalesdivisionatExcelcom.

Myexperienceofworkingwithothershasgivenmeconfidenceinmyinterpersonalskillsanddecision-makingabilitiest] particularlyinthea
reaofcomputercommunication.Andlbelievethatmakingacontributiontoageneralgoalgoesmuchfurtherthansimplypossessingskills;o
nemusthavetheabilitytoworktowardaconsensuseveryonecanlivewith.

lamavailableforaninterviewatanytimeconvenienttoyou.lcanbereachedbyphoneat4820xx28.Thankyouforyourtimeandconsideration

Sincerelyd PanYanggang

Enclosure:Resume

googoooogoy

dear leaders:
hello!

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

university is china"s key personnel training basel] has a long history and fine traditions[] 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 ability( personal qualities or accomplishmentsC i have benefited greatly.

four years(J the strict mentorship lessons and individual efforts(] i have a solid foundation of professional knowledge and
systematically mastered the (0 and other relevant theory; familiar with the work of commaon foreign etiquette; with good english
listeningd speaking[d] reading writing[] translation and other skills; able to skillfully operate a computer office. at the same
time my spare time to extensively studied a large number of books[] not only to enrich themselves[] many also develop their
own skills. more importantlyd the rigorous study and correct learning attitudes shaped my simple[d stable and innovative
character.

in addition[] i also actively participate in various social activities[] to seize every opportunity to exercise their own. university for
four years(] i deeply feel(] and outstanding students to work to benefit me in the competition; to challenge the practical
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difficultiesT 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[]
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Dear all,

My name is [0 O ]. I just joined this excellent [0 O O O O ] yesterday, and previously workedat [0 O OO0 O O 0O Jasa
[CODOODO0O0O]. Itsmy pleasure and honour to be a member of [0 O O O O O O ] and work with a distinguished group
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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.

Warm regards,

(0ol

Oooodododoilo

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
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

Joooobugoill

stating your qualifications0 0 0 OO0 0O O O
university major in computer science, three years of part-time work in a computer software company.
OO0000o0O00oooooooooooooooon

educational background in business administration with major in secretarial science and two summers of full-time ork
experience.working knowledge of all common office machines.

gooobooboboboboobooboobobooboobuoobobooobooboo

four years of experience in marketing,in addition to a bachelor* s degree in management with major in marketing.like to be
challenged with a responsible job.

0000000000 0bO00oo0oooooooooooooooooooooon
abillty to organize marketing campaigns and to supervise employees. effective communication abillities and public relations skills.

gboooboobobboboobuooboboobooboobon
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three years of successful job experience ranging from sales responsibilities to management of marketing department.
adaptable,versatile,industrious.

oooobooboboboboobouoobooboboboboooboobuooboo

special training in accounting at guangdong college of commerce and three years of practical experience in accounting
environment.enjoy working with people. responsible and reliable.

gooobgoobobooboobooobooboobooboobobooboobooboboobon

work experience in personnel affairs in a foreign capital enterprise coupled with educdtional background specialized in personnel
management.maintain good human relations.

goooboobo"boobobooobooboobobooboooboobooo

five years* working experience in teaching english at a middle school coupled with educational background specialized in english
instruction at guangzhou teachers' college. ability to listen and sensitivity to the needs of students.

oooobooboooooboboooooboo»boboboobooboboooDbobo

good university education with english as my major combined with practical experience in translating business documents.worked
as an interpreter in australia for a chinese investigation group for three months.

gooobooboooboboobooboobooboboobooobooboobon

ooogougoilz

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

lwasreferredtoyoubyMr.Zhang,aPartnerwithyourBeijingoffice,whoinformedmethattheShanghaiofficeofyourcompanyisactivelyseek
ingtohirequalityindividualsforyourAuditorProgram.

Ihavemorethantwoyearsofaccountingexperience,includinginterningasanAuditorlastyearwiththeBeijingofficecof CCCC.Iwillbereceivi
ngmyMBAthisMayfromTsinghuaUniversity.lamconfidentthatmycombinationofpracticalworkexperienceandsolideducationalexpe
riencehaspreparedmeformakinganimmediatecontributiontoyourcompany.lunderstandthelevelofprofessionalismandcommunicati

onrequiredforlong-termsuccessinthefield. Mybackgroundandprofessionalapproachtobusinesswillprovideyourofficewithahighlypro
ductiveAuditoruponcompletionofyourdevelopmentprogram.

IwillbeintheShanghaiareatheweekofApril16.Pleasecallmeatltoarrangeaconvenienttimewhenwemaymeettofurtherdiscussmybackgro
undinrelationtoyourneeds.llookforwardtomeetingyouthen.

Sincerely,
ChengDan8aR

8aR
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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, I"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, |
not only learn professional knowledge, | 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, I 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
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