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John Smith
1420 10th Ave. STAMP
New York, NY 10022
USA

v
Ms. Jenny Lee

12F » 32 Bade Rd.,Sec.3
Songshan District, Taipei City 105
Taiwan
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WS EH LA B Mr.. Mrs.. Ms. Z5) s A » thalfl Attn:

(=attention)i5EUEEHIE 5 » 40 Attn: Sales Manager.
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HHRSEEE ) Z AN - Pl eIemitAlE ) \fEEs =F 32 57 12 18 ) BT
HSEEEFy -

12F, No.32, Bade Rd., Sec. 3, Songshan District, Taipei City, 105,

Taiwan (R.0.C)
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MEF R NNVENEAEATHE > ZIRFE RIS - B4 - Bl - BIR - #EESE
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Prof. Michael Burns ....................o... o
State University ... (2]
318 Apache BIvd ...l (3]
Tempe, AZ 85284 .. ... ... ..., (4
USA L e

O IS S AN EREEMr.. Mrs.. Ms.) ~ BCEREEEATET (Prof..

Dr.%)

@ JERAGEHAERLFTEEAL

© FIRSREECROEI No.) ~ 4 - EAENS - i R R
O I~ N BRI TR

e
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< Avenue = Ave.

II. FESLEERER

P EEZEEE AE © (S08(heading, letterhead) ~ HiH(date) ~ UgfF A
W44 K #irtil-(recipient's name and address) ~ BHBE&GE (FEFEEEEE salutation) -
= (body)4EEHEE(complimentary close) DL R & 44 (signature block)Z >
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Stuart Cromwell
145 Maple St.
Seattle, Washington 98102

November 29, 2009

Jackson Swanson

International Technology Company
709 32nd Avenue NE, Suite 702
Seattle, Washington 98115

Dear Mr. Swanson,

This letter is in response to the job advertisement for a software
programmer in the Seattle Post. | have been writing software programs
ever since | became fascinated with computers as a teenager, and |
am very interested in the position.

For over ten years, | have kept up with the latest computer innovations
out of a professional as well as a personal interest. | am very familiar
with the products the International Technology Company has produced
and would enjoy helping your company create new products and polish
existing ones. | have many successes that | am proud of, some of
which are listed on my attached résumé.

| will telephone you early next week to see if we can arrange a time to
meet. Feel free to call or e—mail me any time that is convenient for you.
| look forward to hearing from you soon.
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Attachment : Cromwell résumé.doc

Sincerely yours,

Stuant Cromeoell

Stuart Cromwell
stuartcromwell55@gmail.com
(915) 555-1212
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AL - EA R E R LIS NSV - 52 BT EhE
R B ARIUE ARYEREE CEhk < 538 (3 A\ (LA EEN4F P @i
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WefE N Rttt = 25 tTHRS » B B - WHE AL » A FIAREGE
FARLNS R IS - B8 N AR SUE R E A A » AR HH
&gl N3 itk S AR IERAEFER A HIEAL -

TEREEE © FATEIPUE A - ATRELN(E NRIRE (% - A EINVREEERE -
FERBRRRE Z TR ZA N B IS 5T -

EAEEERE AT EERE NN
Dear sir or Madam Dear Ms. Jones Dear Lisa,

To Whom It May Concern,

AL AERERREE T bR — N ZE L FBEAA R CE AT RIME /I T) -
(AR BE - ERBRES Z AR A 2= 1T Tmb -

SHREAEE NS RARREUE - B EERE —  GIEBL(E N ZFEIHAR

FEAT S T ALY SR A A [F] - ERASC PR T B EAR
WERIR A SE R IS, -
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O UM FENFMEERIGEEZIZ - FTFAEY - BiRE A w4 B
HEEH -
Sincerely,
Wary Swith
Mary Smith
Account Manager
Global Trade Manager

O [T - HHESHAHM SRR T DUE B5TH > BEREAM N5 - Rk
Enclosure » 2455 5% Enc.. Encl., ta]E Rk Attachment » 2 1& 0]
B IR A

® [ffif : uJE & postscript. post script » 1 E[4EE & P.S. 8 PS, —f%
ARER » M FE—E BAT SR » FE 2 e 8A HAsHE AT 5 PPS,
NBERIFAEENE  NEANEE - SR AA TR ENEEE - 11
EHEPLHAZ -

® FEEMf

PR T E&HIEF SN BT EE S A EEERNERLS FEE R
HIEEI A FHEE T B RS 2RS4 e-mail HIEEALERE |
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Attachment: [[none] @ |

From: \ "John Smith" <jsmith@getmail.com> @ \
To: \”ABC Language School" <info@abclanguageschool.edu> 9\
Cc:[@ |
Bce: |@ |
Subject: lAppIication Form and Course Catalogue Request © \

Dear Administrator, @

| am hoping to attend a summer French program at your language
school. Please send me a course catalogue and an application
form. My address is below. (8]

Thank you for your attention to this matter. ©

Kind regards, ©®

John Smith @
12 Main St.
Seattle, WA 98104

O ©@ © 06 ® ®© @

FEA

= A

Bl A £ (cc Fy carbon copy HI4EE)

FHEIARRE (bee B blind carbon copy Y4EE)

T 5 MR EIRHEAE - EEAE R

hpiycES

THEEEE

EXEEPFEI RS JRE AR ] E R e - B
AR s R ] AU TE S LE 0 E R A = AT BL R DASS

Dear ABC Language School. Dear Marketing Department. Dear

Editorial Team - Dear Administrator &5 o [it4) » 50 BERYEEH O] F#s
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M fFRIE > 4 ¢ Dear sir or madam. To whom it may concern,
TE#R#E% Dear Sir > RABWEEA TS LM -

® WX

BTEFER G eemH - BOsEE—1T  BASCE S -
O ik
© SEHGE

IR R HER FRIEASEREHGEE

O HRERREER - A OHEH

BT E RS M E G RGE - EERUERAVE 0 (HERIES
ERNVER > AFERIE > BEY B ERER S B R RN TS
FA% - ZRIIAENE T EF B RN ERE - FHILE RS - 5

ASAP = as soon as possible) °

A BAME S R 4B 28t R EEE0 B B R BEE - B
KER(ES -
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R AR R BEES S SREE REFEA
IR » 2 BB UTEBE IR A B 2R T B 4 - 2 RS A A5 B
IR E IR G AHE -

0 EFETEFR

Dear Mom,

| bet you were surprised to get this card from me - | know | am not
the easiest person to live with » so | thought it was time | sat down and

wrote you a note to remind you how much you mean to me -

Mom, you have always been the person that | look up to most in
life - Even when we disagree » | want you to know that | respect what you
have done and continue to do for me - Oh yeah——and | am going to try to

be easier to get along with from now on - Happy Mother's Day!

Love, Ellen

RERER - SCRETE-RFE AN LSS
® | love you with all my heart
K2 O0eEME -
® | appreciate everything you have done and do for me
o SR A8 S B BAE Ry B A iy — 1) -
® Thank you for everything you have given me
i &G Y — 1]
® Thanks for making me the luckiest daughter/son in the world

s (R ey et S e S s 25 B T
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Dear Friends,

All of us at Hilltop Stationery Supplies would like to wish you the
warmest greetings during this joyous holiday season - It is clients like you
that we treasure > and we hope everyone at Acme Computer Company

finds health > peace > and prosperity in the New Year - We thank you for your
patronage > and look forward to serving you in 2010 -

Happy holidays!

Hilltop Stationery Supply Company
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B H 5 A E EE
| wish you and your family all the best in this holiday season

A EATRRE R NAE BHA T — U247

® Happy holidays!

et !
® May the holiday season bring only happiness and joy to you and your
loved ones.
[FEFE 2 (FERR R 4
® May the joy and peace of Christmas be with you now and throughout
the New Year.
JFER B S (R HH L ) — A S 2
® Merry Christmas and all the best in the New Year!
Hl:l r ZEIZ ¥ﬁ‘$ B’:LZEIZ!
® Merry Christmas and a Happy New Year!
HUS e | %$@m|
® Peace, goodwill, and happiness for you at Christmas and always

DUREERE - A0 > K ESEREIREE -

May the joy of Christmas stay in your heart throughout the entire year

)
FREE S =10 5 BEAR L -
® Have a super Christmas and a fun—filled New Year!
PUREEEEREE - e th
® May peace, love and prosperity follow you always. Merry Christmas!

FEIRAK V2 ~ 508 ~ ERARR © BEEREE!
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4 HE HEVERE

® Happy birthday, and | wish you all the best.
A HEREE > FEFIHL -

® May all your birthday wishes come true.
A EARFTARA: HFEEHREE A

® May you get everything you ask for.

PURSEIRFTEEZER—1]

M U E R

® (Congratulations on your wedding.
WREIRMEGEE T -

® Best wishes to the newlyweds.
RyiE EET AR A O

® | am so happy for both of you.
B IR W {18 B = B

® You are a match made in heaven.

IRMEZERIE % -

HETERE A OUERE
® Thank you for being such an inspiration to us all.
s RGP MY B BB TH -
® You are my favorite teacher.
R ERBEEHY D -
® | will always remember the lessons you have taught me.
g KELEEEIREES -
® | may not always show it » but in your class » | learn something new every

day -
e G A —EFRIEHR - [EEEER L I REERHNEY) -
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FEE HAVOUERE

® Congratulations on completing an important part of your life.
RELFERNANR B —FE -

® Here's to pleasant endings and new beginnings.
B EPE ELAVAE R~ FraYBHLG -

® Your hard work is paying off.
TRET3S T9ERS T [B]%, -

® (Good luck to you in the future.
PG A -

® (Graduation is a time to remember the past and gracefully move onto
the future.
FRTAEEL - B ARIAAFE -

BT HEVUERE

® (Congratulations! You did it!
RE - IREE T -

® \We knew you were always a step above the rest. Now, you have the title
BB RIEIRGBZ EEEA A S5 TT - T - IRE R T -

® \Wishing you the best of luck——and not too much overtime.
P — VIR —— 2 F RO E 1 -

® | am so happy for you! Congrats.
WA R - I8 -

® Hip, hip, hooray on your promotion.

Hipk > IMERTTEBHEZERRET -
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B & 2 RIFEIE AV & BEg ek ] DU LR 158 TyliE g —H

e-mall JE/ 2 ;%E@Jeqf SR ST - R R
-

O OO

To: [Third Year Students |
From: |'Donna New" <donna.new@linet.com> |
Subject: \End—of—the—Year Party \

SCHOOL'S OUT!

Come and celebrate with your classmates! Here are the details:

Plus Pizzeria

No.32, Bade Rd.,Sec.3, Taipei
Saturday, December 26,2009,7 p.m.
RSVP by November 23

Please reply to this e—=mail so we know how many pizzas to order. Also,

let us know what you like on your pizza.

Hope to see you there!

Donna
0949-389-389
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From: ["Howie Powers" <howie1989@citynews.com> |

To: |Classmate \
Subject: My Dad's Art Exhibit |
Attachment; Dad's Flayer.doc |

Hi, Everyone,

My dad is having an exhibition of his latest paintings at the City Gallery.
There will be invitation—only party on Wednesday evening, November 10,
before the exhibit opens to the public. | am going to the party, and my dad
told me that | can bring as many friends as | would like. All of the guests at
the part will have the chance to vie his paintings, and there will be snacks

and drinks provided.

If you are interested, please e—mail me back. | have to give my dad a
list of people who want to go by this Friday. Include your home address in
the e—mail, as all of the invitations will be mailed directly from the gallery.

Hope to see you there!

Your friend,
John
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PUNréd— S ol i s R AL

cordially  EkHb

RSVP #5178 (B A3 répondez s'il vous plalt HI4EE)
Venue @5 50

dress code RFEFRE

black tie IFzUAREE

AR
® Mr. and Mrs. James Frank request the honor of your presence for the
marriage of their daughter, Diana,...
IR, VAR SO RIT U S N IS ...
® Your are invited to my party!
R IR ARSI RS !
® Please join us!
s AT
® Come on over and join the fun!
— e AR Z LRI
® Are you ready for a party?

QIS S v N
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H#fE - 2010 £ 2 H 1 Hig F7SEE

%L - Bolero Restaurant(J7FE a2 EE)

¥z : Class of 1990

Fixk . @11 H 15 Hailo7&4 Jane Golightly (Tel : 0999-333-222)
o ZiEAREE

Dear Class of 1990,
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R e L OB ESHEEAY— 530 ATPURRRZ S 40 S48
JERERGY) ~ B SR BI s T E a2 1R - SR E R IOURE o - BOREE ~ TIEL
K NPERBR R Z FETEN G A RTE B - B G eh Ay B R E R 2 A IR bR 2yt
AT -

R R R EA AR EEERA = -

® [GATRIHFR AR 2 s

® eF|RHASHIRERNE  ERUEGY T REAYEE - AlA] DAEREAIR
GUMERESEY) -

® IR FENH - MU o

IR R A AR TR AR (R AV iR B -

Dear Joyce,

| wanted to thank you for the help and generosity you gave me
during my stay in Taipei. | do not think | would have found all those
great places without you. The rest of my trip went well, but | enjoyed

Taiwan the most. Thanks again for all the great memories!

Your friend always,

Moy
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September 12, 2009

Dear Prof. Burns,

For the past two years, it has been an honor to be taught by such
an intelligent ~ caring » and humorous professor as you ¢ | want to
give you my heartfelt thanks for writing a letter of recommendation
for me when | applied to graduate school. Had it not been for your
kind words » | am certain that | would never have landed the
scholarship at Boston University o

| will always hold dear all of your teachings and will do my best to
put the knowledge you passed on to me to good use - You have

had a profound impact on my life » and | hope to make you proud -

Sincerely,

Jolinw Wang

P48 — 205 PRV RS

® Thank you for the hospitality during my visit to California.
FENIHART A S IREIERE T

® | would like to express my sincere appreciation to Ms. Jones.
BAE B MEF R E B2 REH 2 & -

® |t was a pleasure/privilege/honor for me to meet you and your
family.

RE R B N E 73205
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It was very nice/kind/thoughtful of you to send us Christmas gifts.
BN R S T RS R I A M BRI E ) -

[t has been an honor to have you at our school as a guest speaker.
RO S AR R e o -

It was a great pleasure to have visited your beautiful university.
RSBTSRBTS -

| want(ed) to give you my heartfelt thanks for taking care of my

pets while | was in the hospital.

0 R A T P BATE IR BE R U 5E ) -
| want(ed) to take this opportunity to thank you for all of the

kindness you have shown me.

FAERE A o U S PR D) BRGH

| will forever cherish the time we spent together.

RE GBS SHRITE I, -

| have always cherished the love and companionship that you give
me.

H—EHH 2B RE IR E BIEH -

| value our friendship so dearly that | would never let anything come

between us.
HIEERERM N » ARG T SR MI EE -
I will always hold dear the good advice that you gave me.
gk EBIRI S EsECE L ©

| feel blessed to know such great people as you.

Reank R AEERHY S AP RIS ©
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Part 1. Tom 4 FIKCE] Polly ffsi brogEeksn + /55— BN RUAIRAaHEME - 3
Bt FE AT ¢

Sept.9, 2009
Dear Aunt Polly,

O SRS AL A AR E /A H S

0 Iy EAHIE - IHHIAEERT - Actually, | am going to Japan
next month for a tennis competition. | will bring the racket and
hopefully it will bring me good luck! Again, thank you for the thoughtful
gift.

Best wishes,

Tom

o
2]

Part Il. Jenny 55 7 — B k45 78 22 20y Benson K o Rt FIAE #h 2]5%
B & AR A R AR EE - SEIRIE NI ORI » SERREE — ST EGEHER -

November 20, 2009

Dear Mr. and Mrs. Benson,

O AR RN P T B DL & A A B2 A R Y BB RK F (wonderful
hospitality) - You made me feel so comfortable in a foreign country -
O IIELASEEEIMNT > and everything you did for me was very
helpful - ® F&E kB EFAEIHEAPEEIFE > and | value all of the little
things that you taught me about the English language and western
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culture - You helped me appreciate your beautiful country » and @ %

SR G R AR -

Very truly yours,
Joyce Chan

© ® ®© 0

VL. K3

KRG EFEIERER AT EHAER BTk - @ 2 EAEE V5
FIEER A > T AR H A B A H R SRR - A0 (AT REAE 24 % o
%FET%?%%%EF@%%@%’ I IR (A ARYE - AR KL

SOES

0 SRR AR
KRS RS CGE EH—E - a e FHAN S E A E T E > N T2
BIFE T HI2E R -
®  GHFHEGEE
HHIEERA B FERES > v Dear i EREFHEBILELR - 40 Dear Mr.
Robinson o ZEAHI%:44 » m]E B¢ Attention @ Hiring Manager,
® —BE ¢ BERORIBE YR A B g
Hﬁ%l%ﬂ?ﬁE IEBR YA~ BOR T EE IR G - & e
Z ZATFTAR A RS THARSHVENE. - MRS 12 o Iy i
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FEz  EAES

O MRS H CHYRETTEA(ESS - $TEHHISHYRIERRITE CHYAE

@ RESLRELT{FRES ) MRYRBH M -

© SR I N\ E SRR N\ S (S

O | EIEAHE A AR R E SRR BRI NS EIHI L - ST
T~ SRRt AT S -

FEE © RETRIIEGH
B4 T2 DL (B TR  th T A B 5 £ SO T
TS MRS -

LEFEHIEE
a[ g Sincerely. Sincerely yours. Regards 8k Best regards .

B LI -
Btk WA ETT R LR HEAVERE T > B e-mail ~ #hhkEl
BEh o HALEAER AT REE L -

DI T Ei A 2ear K S - /R MRS

v

ErEErZEEEANTE - EEM72EE - 0 EECRE - fl
application for the Assistant to the General Manager position
REES =" U —HOLTFEG A EEEENE A&
fE o

Z B - flE CHYECERGRERT - RIS e R EE - B -
organizational skills(4H4% {73885 17) ~ ability to communicate and
negotiate CEEMAE 1) ~ research ability (H528E77) « WIkE—2 > 24
EIE B RHE A B LARA # - = A B RE A A A B - R HEIR -
(EFHSIS TR BB S B A T (E R TRE ARG R AYDIAE » A8
A BIEE 55 (B KIB(E BIR AT O EEFAVE R
FRIRI AR 10 4kek 12 ki Arial. Times New Roman,
IR | SRR E N A R RSOESH 1SR - &
S EAEA R BSOS NI A e BRI E BN 6
[EleE
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SKER(E AR A -

B EMEE Dear Mr. Swanson,

This letter is in response to the job advertisement for
FHAF IR a software programmer in the Seattle Post - | have

KSR been writing software programs ever since | became

=
v

fascinated with computers as a teenager > and | am

very interested in the position o

For over ten years » | have kept up with the latest
computer innovations out of a professional as well as

a personal interest - | am very familiar with the
FEIRE A

. products the International Technology Company has
==

produced and would enjoy helping your company
create new products and polish existing ones - | have
many successes that | am proud of » some of which

are listed on my attached resume -

| will telephone you early next week to see if we can
%) arrange a time to meet- Feel free to call or e-mail me
EATHAH any time that is convenient for you ° | look forward to

=K .
K hearing from you soon -

GEE T Sincerely yours,

Stuart Cromwell

stuartcromwell55@gmail.com
145 Maple Street

Seattle, Washington 98102
(915)555-1212

& A 4%
DAY

fispr e Attachment : Cromwell resume.doc
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NHE—EF B R RN G AT AR

Rita Fairweather
No.6, Ming Chuan South Road
Chiayi City 600

September 6, 2009

Ms. Christine Wei

LiveFarm, Inc

No.32, Bade Road, Section 3

Taipei City 105

Dear Ms. Wei,

| am just the person you are looking for to fill the position of
Assistant to the General Manager, advertised in yesterday's

Jobs Daily. Having recently graduated from Biz College with a
degree in Business Administration, and being a highly
organized individual, | have all the requirements you are
seeking -

To support myself while earning a degree in Business
Administration, | worked as a secretary for a relocation
company | was commended on my organizational skills and
the improved filing system -

Although | do not have a lot of experience with Blue software, |
am quickly becoming proficient - In fact > | am enrolled in a
training course > and | am confident | will be up to speed in no
time - | am also happy to undergo any training the company
offers
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If you need any more information » please do not hesitate to contact
me o

Yours sincerely »

Rita Fairweather
Rita Fairweather
04-2589-5065

O R KIE(EHEM
NEHALEEHEA TSR AT R KIS (A IS S ENIHAE) -

Dear Mr. Jackson,

To succeed in the fast—-paced and highly competitive tech
industry » a company requires a dynamic sales leader ; | can give
your company that edge - | am the ideal candidate for the
position of Sales Manager » advertised in this morning's Weekly
Gazette -

As you will see from my resume enclosed » | have experience in
both sales and management » and | have all the qualifications
you require = As sales supervisor for Plusall Technologies » |
maintained an exceptional sales record » with earnings roughly
20 percent above the industry average - As manager of Headway
Corporation's marketing department > | developed the
company's most aggressive and successful marketing
campaign to date - With my MBA in Sales and Marketing » | have
much to bring to the position - MacTech products are known for
outstanding quality ; | can bring that to your sales department -
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Please feel free to contact me should you require any additional
information - | look forward to hearing from you -

Best regards >

Jim Bob McNobbit
Jim Bob McNobbit
212-555—-0011

KIS h i Ry )8

ForHOEEZ TIE

| am confident that | meet your requirements for the job
HAE LG EIRFEN TIERYFEX -

| have the qualifications suitable for this position
WEABEGER TIFNER -

| have no doubt that my experience would be a benefit to your

company.

AN BRI ERAEE TR M A T A g ©
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st HE CHVERAE

® My major in college was Public Relations.
WARERF B AR % -

® | graduated from the Economic Management College of Live University
PEERN Live RELFETHET -

® After college - | studied Spanish for six month in Madrid.
REEE » FAEHTEHE T /NEHAYFEIEAS S -

® | was on the honor roll for the last four semesters | was in school.
BATEERL i 1% VU ([ 2 BAER A 2 S g% -

SRHH E CHYSE R

® [or the last three years | have been employed as a sales assistant at
ABC Trade Company.
BE AR ZEN ABC E 5 A EHETEBKENH -

® Below is a list of my accomplishments at Montgomery Software, Inc.
AN B HAT S EHE ARG A SR — 2L piest ©

® | served as coordinator on several projects.
AT EIZE EE(TREE A -

® | developed several programs that were adopted for general use by the

company.

HeBsE e & EfE s > A FIRIZHER -

a5 BTG

| would love to hear from you at your earliest convenience.

o (AT A 7 (YR L e [ 75 -

| look forward to hearing from you,

A IRAY (0] 7 -

If you need any more information, please do not hesitate to contact me
WIRATFTREE ZHVER » 56T BPHE -

Please feel free to contact me should you require additional information

IR AR AR EH A E R A ek aR ety B A -
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Part I.

2 HRHERE SRR 51 1B RINEE Y 575

Dear Ms. Tailor

O KANEET| Jobs.com ik EHIE N EIECKER A BRYKERE S

PRI KB (= - The ad states that you want aggressive self—starters,

and that is exactly what | am -

B T E = EZE BB 5 > | was consistently one of the top
performers in total monthly sales. ® FAZ & FfEsi(educate)
Efm, showing them how it can benefit them, and closing sales. If
this is what you are looking for, then | am the right person for the
job. My resume lists the details of my sales success.

W FERRNUEL T LZHGHIEE - © BIERT TR
e—mail @40 if you would like to arrange a time to meet. Thank you

so much for your time.

Sincerely yours,

Nancy Pearson

nancyp@crystallin.com
157 Atlantic Ave.
Cherry Hill, NJ 08094
(614) 555-1212

Attachment : N Pearson resume.doc
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Part I 554 F 51 ch SCRIE B IR

1. RAFEFTREIER Plusall REMKE K £ -

2. BEEWFERAE XYZ B EHEEME -

3. W RIAERIELEER -

4. HIRFETIER > FEERGEEH -

5. BHARFHH LR -
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