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When you write a job application letter you must sell yourself to your new 
employers. You must convince them that you are the right person for the job.
Your letter has to stand out above the others but you must not appear 
to be boastful. Your aim in writing the letter is to be successful in getting 
an interview. When you make a ‘claim’ about your abilities in your letter 
you should add some ‘evidence’ to support what you are saying. 

Here are some examples:-

	claim
	
	evidence

	I can communicate confidently in both written and spoken English
	
	I worked as an interpreter during my summer vacations in both 2002 and 2003

	I had a successful year’s work experience with 

.…………………..
	
	My employer would be pleased to provide a letter of reference and can be contacted at …………………….…

	I hold the right level of academic qualifications to prepare me to do a good job.
	
	I’m pleased to attach a detailed C.V. (resumé)


	vocabulary list
	词汇
	cihui

	application
	报名
	baoming

	sell (yourself)
	提倡
	tichang

	boastful
	大言不惭
	dayanbucan

	interview
	面谈
	miantan

	claim
	号称
	haocheng

	evidence
	证据
	zhengju

	letter of reference
	介绍信
	jieshaoxin

	C.V. (resumé)
	简历
	jianli
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