Typical Job Application Letter

	your address

their address

date

Dear Mr …………….

Vacancy: ……………………………

I was very pleased to see your advert in the …………………….. and should very much like an opportunity to be considered for the post.

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

I had a year’s employment experience working for .………………. My employer at that time was Ms ………………. and she would be pleased to provide a letter of reference. She can be contacted at tel ……………….……. 
During that time my achievements included ………………………………
I hold relevant academic qualifications which I believe would help prepare me to do a good job in the post of ……………………………………………. I’m pleased to attach a detailed C.V.

I do hope I may be able to meet with you and have an opportunity to discuss how I might be able to contribute to your organization.

yours sincerely




	vocabulary list: letter
	词汇
	cihui

	vacancy
	空缺
	kongque

	joint venture
	中外合资
	zhongwaihezi

	post
	职务
	zhiwu

	advert (advertisement)
	广告
	guangao

	achievements
	硕果
	shuoguo


