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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: article
	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


  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

signature



	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


  Typical Job Advert (write your own application letter for this)
	Assistant Manager with Sino/US Joint Venture
Applications are invited for the vacancy of an Assistant Manager with the Kunming-US Car Co., a Sino/US Joint Venture. The successful candidate will have a good academic record (graduate preferred), previous work experience, good English language skills and the ambition necessary to succeed in a large successful organisation. 

Please reply in writing to:

Mr Da Qiche, The Kunming-US Car Co., Chun Cheng Rd, Kunming




	vocabulary list: advert
	词汇
	cihui

	assistant manager
	副经理
	fujingli

	candidate
	候选人
	houxuanren

	graduate
	毕业
	biye

	ambition
	抱负
	baofu
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