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Jodo0d200000003. 0000000000 Writea
letter in about 100 words to apply for a typist advertised in a
newspaper. Do not sign your own name at the end of your letter,
using“ LiMing” instead. Dear Sir, Learning from your
advertisement for a typist in the newspaper, | hasten to write to seek
this vacancy. The reason why I take keen interest in the post is that
my training and experiences well meet the requirements you stated in
the advertisement. | was born in 1975. After my graduation from
high school, | took one year’ s special training for clerical work and
English and then served in Yuxing Company as the manager’ s
secretary until my husband was transferred to Shanghai last July. My
typewriting speed is about 100 words per minute. | am enthusiastic
and have organized working habits and good interpersonal skills, as
are described in the enclosed recommendation by my former boss. If
| were favored with an interview, | would be most grateful. Please
contact me at 13827388873. Best wishes. Yours sincerely, Li Ming [
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Jobooooooooouddddndndn Suppose you are
going to graduate from Shanghai University. Write a letter in about



100 words to a company to apply for a post of salesman. Do not sign
your own name at the end of your letter, using “ Li Ming” instead.
Dear Sir, Keenly interested | am in the post of salesman you have
advertised on the job market because | think my major, marketing,
and my practical experience particularly matches your requirements
of the post. | will graduate from Shanghai University this June and
get a B.A. degree. | have always been one of the top ten students in
my class. I got excellent grades in not only required subjects but also
optional courses such as economics, statistics and Chinese literature.
Besides, | have passed CET-6 with a mark over 80. Moreover, during
the four years, | took an active part in all kinds of practices of sale
promotion, which greatly added to my experience in marketing and
Interpersonal communication. In aword, | am confident that |
qualify for the post. If my application were taken into favorable
consideration, | would be most grateful. I am looking forward to
your early reply. Enclosed are my score reports and resume. Yours
sincerely, LiMing100Test 1 U O D OO0 OO0 OO0 oodo
0000000 www.100test.com



