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(1) Explain the reasons for writing the job search letter (] W] 5 s HRA [ FE 1)
a. Your advertisement for an assistant chemist on June 30 th newspaper arouses my interest a great deal.l hope to offer my
service at you company because of my following qualifications;...
DA TIAE6 30 H AR L BN H IS B B2 R T 2, 5D T IRMOREG, AR AR AW A, BUR
AT H A MRS .
b.In reply to your advertisement in yesterday Wuhan Evening Paper,] respectfully offer my service for the position.
B 25T A A AERER KB LSS, BARERAEIXA R LA 5t 2 ] 1R A 5Tk .
c. Your very attractive advertisement in yesterday Changjiang Daily seemde made to order for me...and me for the job.
PRATAENER BT H A BB AR A1 . TRAAEE AR & A O TAF
d.This morning China Daily carried your advertisement for a computer operator at a large company.
AR R PR ARG E T St ml FR I — A v SURAT .
e. Ability to organize marketing campaigns and to supervise employees.
REA LU E RS, WE MR L.
f. Six valuable years of experience in the retail grocery business,with both a small privately ownde chain and a large corporte
chain.
HAGFAEFAR RS TARI RS 7/ ARAE B I AT 2 W) IR A A kAT K o
g.Direct first ~hand knowledge of all phases of the business operation.
HATRDLAE 5D BN E R — T 50
h.I should like to apply for the position mentioned in your advertisement in Changjiang Daily of October 18.
TRAR DN I B 28 W AE 10 A8 HAYT H AR BB 3 i) 35 o BTl S i TAE
i.Learning from Mr.Hong that you are looking for a sales manager,I should like to apply for the position.
SR EAFEN R IEAES SR — L B, AR RE P I X ARG .
j-In answer to your advertisement in today Hubei Daily for a secretary,l wish tender my service.
SEA RS T HAk SRR, Ay H R B AP
k.I would like to apply for the position of financial director you have advertised through the Personnel Market on Chezhan
Road.
T B A FFERE U R AA SRR &, AARIIAE IS — 20 55 4, AR E NI I — IR
(2) Explain the reasons for leaving your previous employment (i W 4/R 25 JF DL A B A7 I FE )
a.My reason for leaving my present employment is that I want to obtain broader experience in trading.
BT RIAE AL BE . FRATE B ) YU S 2 I 2 5.
b.At present I have to leave my position as my presint employer have been forced to liquidate his business.
D FIAE R E O 285>, Frek, IATHA BT IRILAE RS .
c.I have to leave my present job because I have little change to be promoted.
P AETTERIAE R AL, B, BARDEHLG 2T
d.The only reason why I am leaving the present position is that I try to win another opportunity to better myself.
TEIT IR B R, FUR N TS Y —Iise ¥ A il .
¢.0n account of the discontimuance of business at the company,I left the office.
P 2wl e A BTEL, IR T .
f.I would like to do with your company where the work will be more diversifiedand on a higher creative level.
PR RIBT AR TAE, K2, HLK TR A 2RI HE A ai
h.My present job can not offer me much chance for me to tap my potential in the field of computer.But the job you advertised
on the newspaper is what I have desired to apply for ,because it offers me ......
SEAFAENA A TR S5 b gt m TAE, IRAAE T3 T SR Bk .
i. There is no prospect of promotion where I am at present and I would like something more challenging.
ERH BTG L, BRI R, Fewm s w A PR i TAE .
(3)Express the demand for the starting salary (71 75 S 15 21 () 4G 3 42)
a.l hesitate to state a definite salary. But ,so long as you have requested me to do so, I should consider 1500 yuan a month
satisfactory.
TAEZ B —ADME SR, R, WORIRESRIXAEL, Fefs—> H 150070 L T s
b.I am willing to serve on probation for some months at a small salary.
FRIEW I H, EAFEAACEIH K.
c..Although it is difficult for me to determine what kind of salary level I can meet,I should consider 1000 yuan a month
appropriate.
HARAEFR P T HEAS B 07 S HE B, (RS, FRICAE A —AN 100003 Fk i LA i
d.I am willing to start with a smal salary.
A EARHIT U6
e.My present job pays 15000 yuan a year, in additon to health benefits and bonuses.I am looking to start here at 1200 yuan or
above that figure with periodic inceases based on performance on the job ,plus the usual benefits package.
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TRBLAE 10 TAR B R T i BE A A 2 S AN AE I AT 15000 0 Hi 4o FRABLE 520 ) T AR IS 5 0 8 H 12007688 5
i, ARG TAERIL, s N T R I R — IR AR R e
f.I should require a commencing salary of 1000 yuan a month.

T L e s RN 100075,
(4) Express strong personal qualities(FZ A A HIHF)
a.My resume shows my success in corrdination a busy schedule of collegiate studies,part—time jobs,and extracurricular
a ctivitise. The presidency of the students union at the university provides evidence of the trait which you require for the
growth of your company.

FAEPIR SR T RAEN, A2 SR TAERIBRANE 3 2 )& B2 H BT I 1) A 8. FRAE R T
AR, ORI TR, XA IE R AR 2 A R B T 21
b.I have received a good education and learned taking notes in English shorthand.

TR EE, IF Bl gk
c.During my summer job with a joint venture in Tianjin,I gained a great deal of first ~hand knowledge about foreign trade and
learned how to communicate with people of defferent interests and backgrounds.

2B, T BIREH KA R TAE, PR TREZARIAE T30, IFH, 2o T ERL AR XS
FUANFIFE SN A TR
d.My education has provided me with a broad background in the field of foreign trade and sales promotion.

TRAEHT GURVE R P 7 11 32 B AR A1 (20T
e. As a result of my experience in these two programs mentioned above, not only have a basic understanding of managerial
processes, but also understand the terminology and viewpoint of professionals in data processing.

H1 T332 BRI T2 2w B I TR T, BAEA T AR B LAERR)Y, T HL, BT T oARTE RIS
S04 €y OB
f. This educational background plus my courses and experience with computers certainly rquip me to be an asset to your
financial management department.

R M B HE T HNLURRE A S B B0 51 2 W) W 554 B A W B
g. My fluency in English and French is first-rate.

FR R ST FIE T IR

SRERGS
EX
A4 ﬁ]’l
TR TR, B E A2, TE0E, TR SR TR AL 2R 1 LA L
A, TR, By, PMERS R O PR A, TR AR
T T TR0 LA A, R TR TR, 7 IR AE & TR, %
* S AT
19994 % ARG B T A% Al 5 TR B, 7052 I A 52 1 ple S e
(1] B, S RIS SR SHEARNE NS Bl . SR B Tk K
T3 TR, AR T BRI A, — P T KU RO
L EIRRE S e, T LA S LT AT K ) B R R, 28 AR HE 25 50
3 LB BEIRI A A M B LTV
= FEREE, RSB HBEATIRIE, S5 R, 5t anniof
] N, T A SRS TAe . DU RS, KR e sk, BT
- AN RS ) SR RS Sy, BRSOy TGRS, 3K 1999 — 20004F J& 2% 4F 457
ST AR IR TR R Z T TR RS, LRI S, H R T
Java. Delphi. Linux. OracleZ5Z [ 1iIHNITAIET . LH, KHBH/T2-KBBY
]n: boinushii s, i L8 HER KA AR TR R, TR I “ 104 FRAR AR 4 &

87 5 20024F B _ZC, =AU SHIEZEAIE, IRl RPE A 2K R,
SN T BT SR TT R RE D) o
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