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Temporary Hotel Receptionist Pleasant mediate-sized hotel at the
heart of Cambridge seeks a young person with pleasant personality
to assist the reception office. Previous experience an advantage but
not essential. Acknowledge of at least one foreign language. The
name of the hotel Write an application letter to the hotel manager to
apply the position. The letter must include the following two points:
The reason that you apply Ask for the interview At the end of the
letter dont write your own name and use "Li Li"to instead . 2.write an
essay There are two pictures. Write an essay about these two pictures.
Describe these two pictures What do you learn from these two
picturesPicture L.O D 0000000 O0OOOOOOOOOO
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OO0000000 Dearsir/DearmadamU] OO0 O0OOOO
O000000000000000000O Dear Mr. Smith,
[1 Dear Ms. Shirley GreenJ 0 ) U O OO0 OO O0OOOOO 3.
JO0o00o0booonodd@penend0odoooon
JO000o000odoodoboooUd O Imwriting to
apply for the position of ......advertised in todays Shanghai Daily. [
In replying to your advertisement in todays Shanghai Daily, | am
applying for the position of...... I In/Through todays newspaper |
noticed your advertisement for ... /I have learned that you are
hiring... O 1 would like to apply for /to be considered as a candidate
for the job/ post/ position advertised in... / | saw advertised in / |
have justseeninthe..2) 0O (Body) U O O OO OO OO OO
Jododoboboooodobooouoooooooooa
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J0odobodooooouoooobooon O Myworking
experience includes two months part-time receptionist with a CNR
Co. and one year part-time assistant office manager for Hapers
Stationery. L1 | feel I am well qualified to ... for the following
reasons... [1 | have experience of ..., therefore | may have the ability
youare lookingfor.3) D O (Close) U U OO U OO OOOOMO
OJ000000000000o000nod Ofmyapplication is
successful, I should /would like to... TJ I am available for a personal
Interview if you are interested in my application. OJ | would
appreciate an interview at your convenience. [J If these meet your
requirements, please grant me an interview. | look forward to your
early reply. [J May | discuss my qualifications more fully with you at



some time you find convenient? Please call (021)632-8976 at any
time. 000000000 0OO00OO0OO0O0OO00OOO
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