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(Job Application Letter)
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1. RYNNVDIARNLFINATING

2. §IUITNaUVBIARINLFIUATING

3. JUuUVVRIIANING

4. DL NNIANNILRNATING

5. fwufilflunsidsnaanunssaasam
d13zd1A 0
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wTBNIARINLFUATINBIIUNB189N 130 Cover letter 138 AARNBULHIN
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4. éT’JashwaaamvsmUaﬁmmuﬁLLam‘Lﬁ@lu@‘m’]%LLﬁaLﬂu 2 dyzinn fa
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1. HYINVIIIARNILANATINW
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NUIBEILRUINUSENADINIT  URZFINIINIZVATUNIFUAN DL Lﬁamimﬁqvﬁﬁ
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A o A o = P o ) A o A
MENITIT W AR U8 FNATIIWATL T AR a1 Lad e T I & uh
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WANTIIH LaULTU (Katharine Hansen) nanin “dwdluaanunsi baindsi
HadnsuaulaldasaanwionnuludsziGdorasian’ (.. It's a letter that no smart

job-seeker should send his or her resume without.) N19% LWTIZAWIBT9T W IWIDE

1
oA

NazRTINUT G aN Ll AR UL RN LAz L TOLEIN MLAYINY e GNTIG LRI T

v o 1
‘].c!ﬂﬂalmq‘ﬂ’]\i']u

a =
nINIIAN 1

WATLILAMURNILVDY “VORNULRNATINUN NI WaFILUL

2. @mdIznauvaIINRNILFINATING
ARNNUINATINU  (job application letter)  U1IATIBNTLNNAWIRAIN
“anunedzniin’  (cover letter) NlFuunulunSannvludszifdanisnazasldany
A o A & ! A @ . = | ad a ' ' & v
UTHN W38 896n3609 9 iNaaNaTw atndlsianulaidnezizeisoninednels Adas
dsznavlddroaiuds 9 dalud
2.1 ﬁagjmaa;&’aﬁ’m (letterhead %38 sender's address)
22 W-LAaw-U Nilisuaanrung (date line)
A A ' L A A o A J =S . .
23 Taunzflogvesdsuniaivniingssanunylliia (inside address)
o X o .
2.4 NUUAUIANRNNY (salutation)
25 LHarIT8930RNNY (body)
26 H1RIVNLINRNIY (complimentary close)
27 MULFUVBINFIAT (signature)

A v o A« v A  ea .
2.8 ﬁa-u’maqamadﬁdﬁuﬂ‘i‘ﬂmu AINUNAA (prlnted name)

! Katharine Hansen and Randall Hansen. Dynamic Cover Letters. California: Ten Speed Press,

1990. p. 2.
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21 ﬁaglimam:’aﬁm (letterhead %38 sender’s address)

Y
[

Qaﬁmazﬁaoﬁuﬁﬁagmamum lua@%wwaaﬁ'ﬂiaﬂunﬂﬂid Tag AN
A o

ARNYRNATINULUNTE B UG FIIMG A4 LLazﬁwﬁﬁasmaamﬂﬁm

U

1 o [}

a a o o & A A o & =< A oA o VA ° Y
m@maﬂaummemﬂuuﬂﬂﬂmmwamLsﬁlmsﬂﬂmma;dwmvl,ummmvlfmmuu
YU VBIAARANY
A > v Ao ~ A o A o A o V)
naguasaniasazdasliinuiaa  auwsmey Fedwaniadune Tadinia
URZIRR ITEmaaNe  watndunisaiasnulud1dssine ;Eaﬁ'ma:ﬁau%u%a

Urzinaadluens 1on

guATIUUTTIN: 3/153 Muangthongnivet 1
Changwatana 14 Rd.
Don Muang, Bangkok 10210

fuAT@9Uszine:  3/153 Muangthongnivet 1
Changwatana 14 Road
Don Muang, Bangkok 10210
Thailand

PRILNG

(1) M3lgiaIasnane comma azienltnalundazusmaiinantstaninulu
%] =} 0/ C C; 1 lﬂl v 1 e [ L4

UTIMALAEInK  (UIean  3)  weleaudaanuluudazusivia kidadld

l3adnNnaLdatndla

2) lumsdsuneguesdidouaanansazlafininisw-wiaanavasdiian

% 1 a '3 ¥ [
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a =
NINIINN 2

A tﬂl 1 @ <K v v
WY wmgmmunwnmhgnma

2.2 Su-iion-i Midauaanany (date line)
Lﬁ@l@‘?‘iL‘nauiUmwmm"l,&idwwmyﬁqsﬁm (business letter) ¥389ARNNE
&% (personal letter) L‘i’lﬁfﬂzé’awﬁmi’u-tﬁau—ﬂnﬂﬂ% luaanunsaiasun
LTI ;jaﬁ'ﬂsa:azLaﬂmuﬁ%Lﬂ"L&ivl@T
mMdowSu-tdond fdaz@enliin 2 uy il
1. uUUAINYM
6 January 2007
6th January 2007
2. WUUBLNIN®

January 6, 2007 (92684NLAT89%NNE comma RRIIUNLEND)

RN WINUNANIFINAQIANNNLTIND WiIANANUFIATIIN 2TWUT Tu
ﬂagﬂu%zﬁwlﬁmﬂ%mmuaLu‘%ﬁ'uﬁ‘umﬂ%u ueiaeNaNIININTLULLLL g @2e
sapanuasslifnisensulumadowsanunafidunmans 1wu

1/6 2007 30 1-6-2007 (= Sufl 6 AN31AN A.¢1. 2007)

a A
naINIINN 3

v K a o A = a o v @
l‘ﬁuﬂﬂﬂiﬂ"] LU WIN-LA au-ﬂlumiw HUINNRUN Uﬁuﬂiﬂﬁul%gﬂ@ 84
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{ i 1 o L.
2.3 %a—ﬁagﬂlaaﬁdiu (inside address)
' ~ v A v A A A o A, @
mum:‘ﬂ‘izﬂauvl,ﬂmU"}ja-muaqa"uadgiuma"ﬁau‘mﬂwaw@%mUaum-

= A A o A o A o o o A6 A
JTUDN LRUN DU/ DAY TAAIURN #78 81tnNa ﬁa%ammm:mﬂﬂswmy (LLﬂZ“EE’J

Uszna mntdunsaiasvianuluarsdseing)
mn;jaﬁmj%a-mmqaLLa:@‘hLmuwaq;ﬁm:ﬁaaLﬁ g LN anaztlowa

u‘%ﬁml,azﬁag'nﬂﬂ%'\i NIHDLNIFRAAMNLIAY 6 LIING LT

“SICK & TIRED of getting to work at 5 a.m. and still get stuck 1. Chematic Industrial (Thailand) Co., Ltd.

in the traffic. Our office is located near Suan Slam. We are 107/348 Moo 4

currently looking for Sukhapibal 2 RD.

SECRETARY/CLERK

-University, Secretarial, or Commercial School Graduate

Kannayaow, Bungkhum

Bangkok 10230

-Good command of written and spoken English

-Able to use PC (Microsoft)
TECHNICAL SALES REPRESENTATIVE

-Diploma or University graduated in Electronics or Science
related field
-Good command of written and spoken English
-Own Transportation is necessary.
CHEMATIC INDUSTRIAL (THAILAND) CO.,LTD.
107/348 Moo 4, Sukhapibal 2 Road
Kannayaow, Bungkhum, Bangkok 10230

Tel: 02-9196995-6 Attn: Khun Somsak

Secretary 2. Ms. Chuleeporn Limsuparat

Salaries are based on experiences and 63/ 1 - 6 Sukhumvit Soi 26
Sukhumvit Rd., Prakanong

qualifications. Please apply by sending CV
Klongtoey, BKK 10110

with recent photo and salary expectations to:
Khun Chuleeporn Limsuparat
63/ 1 - 6 Sukhumvit Soi 26
Sukhumvit Rd., Prakanong
Klongtoey, Bangkok 10110
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3. Mr. Robert Hogan
Ace Engineering
234A Office Complex
Scotsdale, AZ 85251

4. Dr. Julius Kane
Syracuse Law Partners
50 Comstock Blvd.
Syracuse, NY 13215

5. Mrs. Barbara Goldstone
Southside Regional Medical Center
P.O. Box 4000
Ocala, FL 32678
U.S.A.

o o a a ) Ao 1 a A o ' A
VBRILNA ﬂ']iL‘lI&IWE@-%’]&IQﬂﬂHSUﬂ’Ji&Iﬂ’]’J’I Mr. Mrs. A38 Ms. WRIDATLRWINNNHITATD

397015 % Gen., Prof., Assoc. Prof., 138 Dr. #1910

Aanssan 4

U Qs =S Q L g 1 dq‘ = dl dl [ 7 v v
lﬂuﬂﬂﬂuﬁgﬂﬁzmmuamma"l,ﬂu LLa:Lmwm-mgmao@iulﬁgﬂma

Database Programmer needed for agency of
the U.S. Embassy. It is desired the candidate
have experience in a LAN environment

running Windows. Knowledge of ACCESS

is a minimum qualification, ORACLE is a big
plus. Ability to read, write, and speak English
is a must. We offer competitive salary, attractive
salary, attractive benefits package, five day work
a week and training when necessary. Please
contact Khun Charounsri Rakthai, AFRIMS
Personnel Office, P.O. Box 926, BKK. 10500
Tel. 02-246-0071 for more details.
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2.4 FindwIAnaNY (Salutation)
m‘JL:ﬁﬂuﬁﬂﬁuﬁuﬁ]@%mmzﬁama@aé’mﬁ’uussﬁ@LL‘mmaaﬁi’m “%a-ﬁa%i
VOIHIL” LT
LLmJﬁ 1 Dear Sirs/Gentlemen:
LLULI"?i 2 Dear Ms. Chuleeporn Limsuparat, %38
Dear Ms. Limsuparat,
LLUU‘ﬁ 3 Dear Mrs. Barbara Goldstone, %38

Dear Mrs. Goldstone,

o A A ol 7Y '
M3LELATasmane Colon () a:l%’luﬂimﬂL‘i’]vlwg"na-wmaqamaa;dm LARIN

2INTA-WINFNNVBIHIL iezldiaTasnany Comma (,) MuNaITa

q

2

2.5 11211 VBINKRNTY (body)
LHARINTD LIATNTBIIANNIHALFDINANNTALI ﬁagamwau‘lﬁmaqgmu
= = A a 6 & 1 A a a 6 v

LRZINITINILNB LN T g URTa N IANNLT W96 anuUndLTazRuNaanun e lwa
ANUFITIUGAZUTING 2 TaIUTING usondihanianfanvazdsuliidu 1 sa9
UTING  LASWINAZHaRUND AL T Iz nvauTulalseinmh 5 TaIn1anEInI o
Fagln

PINLIINTINLaRIRI o lan Nl waaruie 151 ULHIAAR VL RN ATIN
pantiu 2 Utenn Ao RINURNATINW W aTswaaulszmaTusNas  waa li
NIVENBNINATUUWEY  (unsolicited letter)  UazIARUNBRNATIIUNTLUADY
U5z @sURNATINYG (solicited letter) Tuaiuiiazdsznavldds

1. UNW" (introduction)

am"]umy,mmﬂmaoﬁ]wmy mﬁmﬁmﬁ’mﬁoqﬂﬂaﬁLm:ﬁﬂﬁmaﬁmmuﬁ
Ao g L. A \ v R o o A e A A & A
USEN (unsolicited letter) %38 nanaddsUszmasusNasNaIlunIIFaRuA w3
AIWULABAN  (solicited letter) LLazamumng@hgmmamﬂfnmﬂalm‘hme

P &
PadwNasdsenan
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2. 919azLaga (detail)

\ A = ~ & & ~ A £ Y 9 ~

swidunsazidoatieziiuouani 2 wie 2-3 muagﬂumﬁlzlm’mauam
A o o o = a dA a A A \ ° A & P
LAYINUAATININTERLINLILA  FINAITRANIRLIAE  1iAT 1NTuaztBuanInuan
Usngedlu “Useiade” sudsuluaanansadninu udenanaiuanizyaniatziaud
WanlauazdAmivinne

3. un&3il (conclusion)

uwa';ﬂﬁmﬂumgqu@ﬁwwauﬁaluawmm ﬁJ:Lﬂumiagﬂﬁommﬁaoms
A% wazaalamanazs N TuNISNNNHE %%amw:uanlﬁj’ﬁmmm
daansIlanauldn winvzdadananazyinlaatnely 1w malnsawy ng

A (3
ALUN YaY
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& &
thavad L%E)%'lsl%ﬁlﬂﬁ&l'l g

UNIN

a
UV

un agﬂ

I am interested in applying for the position of

Programmer, as advertised in Bangkok Post on January 27,

2007. | believe my educational background and experience
would serve you well.

As you can see from my resume, | had a two-year
experience in working with the Computer Division at the
Sukhothai Hotel. My performance at the hotel was found
satisfactory.

| hope | may have the privilege of meeting you so
that | can discuss my qualification. If you wish to telephone

me, | can be reached at 02-537-3659.

a A
NINIIAN S5

¥ K a s 1 dq' v a o J v s ﬁq' dl
lﬂuﬂﬁﬂﬂﬂﬂizﬂﬂﬂiﬂﬁuﬂidﬁuﬁPJVIJJ% LRILVHUUAIVUAUIAARNY LLRSAALUBDRAIN

ﬁmu@lmwmUaﬁmmulﬁgﬂﬁaa

Interested persons, please send resume to:

B Commercial Graduate with good English

POST CLASS NO. 4176
c/o BANGKOK POST
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(D) | feel that | am well qualified for the position. | had a one-year experience

in working with the Freight Forwarder, responsible for Air Cargo

2.6 ANAINILIAKNNE (complementary close)

ﬁﬁmﬁ'}mm%mm]zlﬂué’]mulwﬁuagjﬁ“uiamaﬁl% AMAFINUTIEA I
INUA L MadBguaananafiuniens (formal) waasrnBIanINgaIBREIWIT
1Jwnwtad (informal) a'mﬁaLﬁumsvl,ximmmml,axgﬂﬁaa

Tumsdanaenunoadnsns  fawduaaning  dwinmeluitanives
I09INe uazdasrodasanusuRuiiu nande desdoudsuuufiiunins
PR OULLLR BTG ILA T HaUaL

AasrnpaananouLiveaniu 4 ngu sadoluil

]
' =3

1 ﬂqmﬁwl"ﬁﬁ’uﬁ"ﬂﬂ (standard close)
ﬁ]ﬂ’ﬁﬁ'ﬁ_llqlﬂﬂauﬂaﬂ%ﬁ’] w%aqﬂﬂaﬁmvlajéjmm LT
Yours sincerely,
Sincerely yours,

Sincerely,
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2. mﬁuﬁlﬂumams (formal close)
a:l%ﬁ'uqmaﬁnﬂ&ii%’nmﬁau S
Yours very truly,
Very truly yours,
Yours truly,
3. ﬂ@;m'ﬁlﬂumomsmﬂ (proper close)
ﬁ]ﬂ’ﬁﬁ"j_l‘j_qlﬂﬂa‘ﬁﬁLﬁﬂiaﬁ%aqﬂﬂaﬁLi’]Lﬂ’]iW‘Lﬁlﬁaaﬂ’ldgd L
Yours respectfully,
Respectfully yours,
Respectfully,

]
1 =

4. ngunLunuLes (informal close)
v tilq./Q/ s I 1 = A Q/dl a v )
ﬁlzl"ﬁﬂuqﬂﬂa‘ﬂgﬁmﬂmﬂuamm WIBNNEUNTUUAULALLTY
Yours cordially,
Cordially yours,

Cordially,

© % .
2.7 mmﬁ%maoé’a&lﬂi(5|gnature)
IR naNAIaITN g R IIgast T Wt a9 9T w T UTenm 2 T
o A v o v = A v @ s A o A2 Ao A A
mimLwalﬁgaumvlmsm‘*ﬁamamu AaiaInlTIzidusadsihnmMuiingdwiad
W% NIBNEAMNISIUTOUUAZIRNIZRN AT ue8LaIaIBaaNTanasd luLTwh
HaNTU

2.8 AINANAATD-WINFNAVDINANAT (printed name)

]
J a

ﬁ’l%‘ﬂ’ﬂﬂ’ﬂﬁmUL“E%“Hadgﬁﬁﬂiﬁa %a-u’maqa maa@aﬁﬂsﬁﬁuﬁa@aaﬂm s

A 6

wuw%a-u’maqamaapjaifﬂﬂumi@ﬂmwm pAEaIngelunTuIwIT ez lal

a & 1 { = Y o ° v A
WNW@%I%L@%@G%N’]U’NLGU (bracket) wazlidaafidnin Mr., Ms., w32 Mrs., huniida

3 v A

wimniudunibimadnnmiasagiusiadnanliimife-wnanald i
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1. %m-am @W

Associate Professor Em-orn Dispanya

General Shawn B. Green

3. Karen A. Cagley

Karen A. Cagley

A =
NINIIANN 6
¥ e A U [ = £ a A
Iﬂuﬂﬂﬂ‘]ﬂ"]Elﬂ%ﬂa‘]_lvl,ﬂﬂﬂ‘]ﬂﬁ'ﬂ@]%&l’]ﬂﬁ&lﬂid?%l%ﬂ’%ﬂii&]‘ﬂ 5 U

W eUA1RIINE LLﬁaL%u%aLLazL%u%a-aqa @T’Jﬂﬁaﬁww‘iﬁgﬂﬁaa

3. gﬂunumaawwmﬂ

~ A A A @ ~ '
midpwaananaiiagesimassialulandiuasiinasstuuy ud
sluuvvasananefazinmlunszuiwisiiasd 3 gﬂLLuuﬁﬁwWﬁ'ﬂmﬁ'ﬂﬂu
ﬂﬁ]ﬁ;‘ﬂ'u fo
3.1 Block Style

3.2 Modified Block Style

3.3 Personal Business Style
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3.1 Block Style

AaIng.....,

~
NIEILT
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A a 6
%a-umaqa (INWUN)
TaRILNA Lwia:d’aumawwmm:ayzﬁwﬁu 2 T39UTING LLa:nﬂz‘huﬁlzleiﬁziamﬁmﬂamgmm:’m%mﬁm%wm
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3.2 Modified Block Style
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aaq
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3.3 Personal Business Style

A o
RHDG A
uUqu
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=1 1 Y
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ST1452 5 ETT TSRS
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U‘ﬂa‘gﬂ .................................................................................
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d' o A 6,
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VARILNG "qﬂmgmw’uaamamlm@ﬂmm}:ﬁﬂav&mmua
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4. @IDLNIVIARNILANATING

4.1 UUUNNIVEAIRNENATING (Solicited Letter)

66/8-9 Soi Wattanawong
Makkasan, Payathai
Bangkok 10400

17 September 2007

Mrs. Cynthia Dryden

Branch Manager

BAROID

10/14 Soi Daeng Udom
Sukhumvit 33, Bangkok 10110

Dear Mrs. Dryden,

| would like to apply for the post of personal assistant secretary advertised in today’s

Bangkok Post.

As you can see from my curriculum vitae, | have had six years’ experience as a personal
secretary. Five of these have been in films and television and | am particularly keen to

continue working in this industry.

| have enclosed my curriculum vitae and will be available for interview any day after 21
September and able to take up a new appointment from 1 October. | look forward to your
reply.

Yours sincerely,

gjz:'}/arat cggk-t/;ai
Piyarat Rakthai
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MNEBETILN  NANEIIENUIIaRINERTATUAT LS Tiflanf
N3ty uardemsldnselssdu wonani Hiduudanld Modified block style 1w
MV

luamg,mﬂLLiﬂgaﬁ'ﬂivl@Ta”NﬁameﬁmmaﬁaapLﬁmﬁ'm‘hl,l,%m\imﬁdn
;jaﬁ'm"l,@ﬁéﬂﬁaﬂsmummfmsﬁ’mumaaLﬁaéfidﬂ'aw’ﬁ'}ﬂ@@L@iumﬂlum&mwﬁ'aaa
mﬂﬁ?u;gaﬁmvlﬁl,éUﬁaﬂsz’?@aia*ﬁLﬁa"l,ﬁaiqmw%amwmﬂaﬁmmuaﬁuﬁ» Wazuan
FusamansaBurhanwluusenlndfeina Tui 1 ANAY 2550

Klum‘l‘,l,omq@ﬁm Qaifmvlﬁlmmm’lw‘ﬁ'&ﬁaﬂﬁ%’uﬂnﬁﬁnﬂu’%ﬁwﬁaafl'ml,"ﬁﬁ
N9

wannUSEN lduanin sl i@ ldwsennuannunoaun I ek
mmsnﬁ,’]Lauaﬁayaﬁﬁﬁﬁ@ﬁmﬁuﬁ’aLs’f'lﬂlud'ml,f:awmawwmUﬁ"l,ﬁ Favin

0K NUNED19328NININUNG LL@QL@W@TM%’@W&@M 1 RUINTZONE LT

Most Common Methods for Filling Job Vacancies®

7 MHET=

—— é\
37% 409> 90%

Executive Employment Newspaper In-House
Search Firm Agency Advertisement Recruitment

? Gauasnmwan Katharine Hansen and Randall Hansen. Dynamic Cover Letters. California: Ten
Speed Press, 1990. p. 7.
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66/8-9 Soi Wattanawam
Makkasan, Payathai
Bangkok 10400

17 September 2007

Mrs. Cynthia Dryden

Branch Manager

BAROID

10/14 Soi Daeng Udom
Sukhumvit 33, Bangkok 10110

Dear Mrs. Dryden,

| have seen your advertisement for a personal assistant/secretary in Bangkok Post and would like to apply for the

post.

| am 28 years old and was educated at Redhill Comprehensive School and the South Surrey College. | have an
HND in Business Studies and have also passed the Pitman Examination (Stage 111) in shorthand and typing. |

studied French to ‘A’ level and can speak it fluently.
For the last six years | have been working as the personal assistant to Mr. Mares, the Finance Director of E.M.F. of
Croydon. But | came to Thailand on my business trip 4 months ago. | found Thailand a good place for working. |,

therefore, decided to look for a new job in Bangkok.

Before joining E.M.F., | worked for one year as the personal Secretary to Mr. Handley, Marketing Manager of

Universal Toys in Reading. Both Mr. Mares and Mr. Handley are willing to give me references.

I, staying with a friend in Payathai, am available for an interview at your convenience. | would be able to take up a

new post on any date from 1 October. | look for ward to your reply.

Yours sincerely,

Mary Roberts

Mary Roberts
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322 North Kline Street
Buffalo, New York 14209

May 27, 2007

Mr. David Loo, Personnel Manager
Endicott Manufacturing Corporation
Buffalo, New York 14220

Dear Mr. Loo,

I would like to apply for the position of administrative assistant to the editor of
your company magazine, Endicott Qutes. This vacancy was called to my attention by
Professor H.C. Callans of Tremont College. Professor Callans believes that my
qualifications are suitable for this position.

My college training, I think, provides an excellent foundation for the position.
I have always been interested in writing, and you will see from my resume that I have
concentrated heavily on English and Journalism. I have held editorial positions in
both high school and college. During my sophomore year I studied shorthand and
typewriting; I have continued to use these skills in my college work.

As an administrative assistant to your editor, I would welcome the opportunity
to assist in an editorial capacity as well as to use my secretarial skills. T have had
experience in proofreading and in layout. My secretarial skills are well above average,
and I find it easy to work with others.

Although I certainly do not know all the answers, you will find me eager to
learn. I am happiest when I am busy!
If you wish to telephone me about an interview, you can reach me at Tremont
College (555-8000, Extension 338) any weekday. My last class is over at 3 p.m., and I
could arrange to come to your office after that time.

Sincerely yours,
Dlona P. Harley
Diana P. Harley

Enclosure: resume

’ Marie M. Stewart, Frank W. Lanham and Kenneth Zimmer, 3 ed. College English and
Communication. New York: McGraw-Hill, 1975. p. 485.
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123 K Street
Lincoln, NE 68508

October 31, 2007

Ms. Shirley Vetter

Director

Office of International Affairs
University of Nebraska-Kearney
Kearney, NE 75643

Dear Ms. Vetter:

I am interested in the Coordinator position advertised on UNL Daily Nebraskan on October
26, 2007. My resume is enclosed for your review. Given are my related experience and
excellent capabilities; I would appreciate your consideration for this job opening.

Your Requirements:

e Responsible for evening operations in Student Center and other facilities, including
managing registration, solving customer problems, dealing with risk management and
emergencies, enforcement of department policies.

e  Assists with hiring, training, and management of staff. Coordinate statistics and

inventory.

e Experience in the supervision of student staff and strong interpersonal skills are also
preferred.

e Valid Nebraska driver's license with good driving record. Ability to travel to different sites
required.

e Experience in collegiate programming and management.
My Qualifications:

e Register students for courses, design and manage program software, solve customer
problems, enforce department policies, and serve as a contact for students, faculty, and
staff.

e Hiring, training, scheduling and management of staff, managing supply inventory, and

ordering.

Nebraska driver's license with NTSA defensive driving certification.

Extensive experience in collegiate programming and management.

Excellent interpersonal and communication skills.

I appreciate your taking the time to review my credentials and experience. Again, thank

you for your consideration.

Sincerely,

Jullee Crocker
Juliee Crocker
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4.2 wuunlainsuanIunanasss (Unsolicited Letter)

9 Stockton Road
Chorlton
Manchester
M21 1SB

11 June 2007
Dear Sir/Madam,
I am writing about the prospect of future employment at your institution for the coming
September. I have recently completed a Masters Degree in TESOL at Manchester University

after having worked in various countries for six years.

As can be seen from my curriculum vitae, I have a lot of experience teaching students of all
ages using a wide variety of materials available.

Should you require further information, please do not hesitate to contact me. I hope to be
hearing from you soon. Thank you for your consideration.

Yours faithfully,
Susan Johnson

Susan Johnson
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453 Belmont Drive
Bemidji, MN 60553

January 9, 2008

Mrs. Susan Shields
Director
Human Resources

ABC Investment Partners
Bay Area, San Francisco, CA 78910

Dear Mrs. Shields,

I am very interested in the entry-level position that is available at ABC
Investment Partners. I recently graduated from the University of Minnesota and am
actively seeking employment with firms in the San Francisco area. My courses in
investments, finance and business have given me a solid base upon which I plan to
build to build my career.

During my college internships, I dealt with a variety of budgets and conducted
market research while handling numerous administrative duties. The experience
allowed me to learn important skills and to develop the confidence needed to succeed
in a competitive environment.

I have enclosed my resume for your review. It would be a pleasure to interview
with you and I look forward to hearing from you soon.

Sincerely,

Max Morphew
Max Morphew
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87 Washington Street
Smithfield, CA 08055

November 13, 2007

Mr. John Brown

Smithfield Elementary School
Main Street

Smithfield, CA 08055

Dear Mr. Brown,

I am interested in applying for a teaching position, on the elementary level, in your school
district. As a 2007 graduate of Oakland College, I have student teaching experience on
the third and sixth grade level, in both suburban and urban school districts.

At present, I am teaching “at risk” preschool children. This position enables me to provide
these students with a “head start” in mastering basic skills. I am challenged to be

creative, nurturing and, most of all, patient.

In my junior year at Oakland College, a passion for, and knowledge of horses, created an
opportunity for me work for the Racing Museum.

This position allowed me to teach every fourth grade class in the local school system. I
coordinated field trips with classroom instruction.

It is my goal to combine my range of experience with my ability to be a compassionate,
enthusiastic, intelligent teacher who will make a positive contribution to your school
district. I would welcome an interview and hope to hear from you at your earliest
convenience.

Sincerely,

@ grl/y'(/////‘// Thompsen

Benjamin Thompsen
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150 New Mark Esplanade
Rockeville, MD 20850

September 22, 2007
Dear Sir,

Communication is the most fascinating and important field in today’s business
world; I am proud to say that I have made communications my life. In my
television work, I am deeply involved with promotional, commercial, and public
service production. I also have dealings with commercial clients. I have enjoyed
my work in television, but my future goals do not include the broadcasting
industry.

I am known as a people person, and nowhere is this characteristic more
iimportant than in public relations. Working in public relations has been a goal of
mine for some time, especially in the medical field. I have special ties to the
medical field, being a kidney transplant recipient out of Shands Hospital in
Gainesville. Consequently, this would be an opportunity to fulfill my professional
and personal goals. I have an infinite thirst for knowledge and boundless energy
with no means of release. Combine this with over three years of experience in the
communications field, and I am your next public relations manager. I look
forward to hearing from you. Thank you.

Sincerely,

Lee Harvison
Lee Harrison
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" Janis Forman and Kathleen A. Kelly. The Random House Guide to Business Writing. Singapore:
McGraw-Hill, 1990. p. 752.
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315 Mill Neck Road
Williamsburg, VA 23185

September 23, 2007
Dear Sir,

The enclosed resume emphasizes, unfortunately, extensive knowledge and experience in the
tools-skills of public relations, marketing, and advertising-but does not say much (except by implication)
of the capacity for long-range planning, conception, execution, and evaluation which molds those skills
into working programs. A significant part of my master's work involved application of principles of
problem solving with internal and external publics.

The Governor’s Award, by the way, was in the highly technical field o printing economies, but it
involved perception of a need and creative adaptation of concepts to a specific approach. Nobody taught
me how to do that; it's the kind of thing employers love to have on tap, and rarely get.

By way of explanation, I have been involved for two years in an estate matter. It's been hugely
time-consuming, expensive, and heartbreaking--all three. While so distant from what I had been doing, I
resolved (that) I no longer wanted to go on doing what I had been doing and what had become largely a
question of design and illustration. I was using too few of the capacities of an analytical and creative
mind. And so I have reentered the job market in search of a greater challenge and greater satisfaction.

I do not need to tell you Ocala is in one of Florida’s most beautiful areas. I always welcome
those rolling hills, just like those outside Williamsburg.

Sincerely yours,
oz;):rt'an W;J/f

Brian Nash
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Subiect: Freelance writing position

Dear Hiring Committee,
I read your job posting with interest.

In my position as Business Representative for Union Local 080, I wrote feature articles for the
website, managed content and link submissions, and wrote and sent a weekly email newsletter to
subscribers.

While being Legislative Director for Assemblyperson Susan Smith, I researched, drafted and
amended legislation, wrote press releases, and was responsible for office communications and
correspondence.

I also have extensive experience writing on a freelance basis on labor issues, which, I believe,
would be an ideal match for this position. Articles are available for your review at:

URL: http://www.unionsf/pressreleasel/
URL: http://www.unl.edu/nolimitsconf07/howto2.html

Additional writing samples and my resume are attached. If I can provide you with any further
information on my background and qualifications, please let me know.

I look forward to hearing from you.

Thank you for your consideration.

Jane Dominics

jdominics79@msn.com
http://www.excite.com/janedoe79.html
(091)4834692

Resume Writing simple
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Subject: Store Manager Position

Dear Hiring Manager,
I read your job posting for the Store Manager position with interest. I can offer SAK'S:

-Over five years of retail management experience, including experience opening a new store
llocation

-Ability to effectively hire, train, and manage staff
-Payroll management, scheduling, reports, and inventory
-Extensive work with visual standards and merchandising high-ticket items

In addition to my extensive retail experience, I have excellent communication skills. I always
maintain a gracious and professional manner when communicating with people, including
customers and store staff. My broad experience and range of skills make me a superior candidate
for this position.

My resume, which is below, provides additional information on my background and qualifications. I
look forward to hearing from you as soon as possible to arrange time for an interview.

Thank you for your consideration.

Paul Jones
phjones@vacapp.com

Resume:

Paul Jones

6 Pine Street
Arlington, VA 12333
115.555.6666 (home)
776.486.2222 (cell)
phjones@vacapp.com
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Experience:

Assistant Manager

Montblanc

April 2000—Present

-Opened new specialty boutique

-Placed orders to restock merchandise and handled receiving of products

-Managed payroll, scheduling, reports, email, inventory, and maintained clientele book
and records

-Integrated new register functions

-Extensive work with visual standards and merchandising high-ticket items

Sales Associate

Nordstrom, Collectors and Couture Departments

July 1998-April 2000

-Merchandised designer women'’s wear

-Set-up trunk shows and attended clinics for new incoming fashion lines
-Worked with tailors and seamstresses for fittings

-Scheduled private shopping appointments with high-end customers

Bartender

Jigg's Corner

February 1996—July 1998

-Provide customer service in fast-paced bar atmosphere

-Maintain and restock inventory

-Administrative responsibilities include processing hour and tip information for payroll and
closing register

Education
-Ramapo College, Arlington, Virginia

Computer Skills
-Proficient with Microsoft Word, Excel, PowerPoint, QuickBooks, and Internet

References to be furnished upon request.
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(Unsolicited/referral letter)

1. Mr/Ms./Mrs. Ta-WNFNaVBINLBEUEN, Director of Ramkhamhaeng

University Placement Office, has suggested that | apply for the position

o

as your _@NWA1d, which you spoke to him last week.

_—

. | am interested in becoming a part of an industry that is essential to the

economic and business world as one of the leading steel companies in
Bangkok, your firm offers young people the opportunity to achieve
success in business, and | would like to be considered for a @I

position with Bangkok Steel.

. According to a feature story in the November 15 issue of Tahaoas/

ﬁﬁdﬁaﬂuﬁ, Mrs. %a-muaﬂa is planning to reach a goal of 6 percent
annual growth by promoting its packaged food and restaurant divisions.
With my background and interests in both of these industries, | am
prepared to help you reach these goals by serving an entry-level

marketing representative.

. Are you looking for someone with experience in the food and restaurant

industry who is interested in marketing your Red Lobster Inn
Restaurants? If so, you will find that | have the qualifications to meet

your needs.

. Last month Mr. Greg Ohl, one of your representatives, spoke to the

Ramkhamhaeng Marketing club about career opportunities in marketing
at cp. His discussion of CP’s marketing emphasis leads me to think my
skills and experience would enable me to contribute to your marketing

division.
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1. Please consider me for _@U1ud you advertised in the TantiFaNuw
on March 2, 2007.

2. 1 have seen from your advertisement in the TaptaFanuW_of 11

November that you are looking for a @1l¥1d. | would like to apply for
this position.
3. | am interested in applying for your position of §1U¥1d, as advertised in

the TaWnTIRANIN.

4. This morning’s TanidRaNNN carried your ad for @IU®Ud. Both my

work experience and my educational background prepare me well for

the position.

5. Because of my work experience and coursework in mmﬁ"ﬁ’lﬁﬁﬂu, I

can be the @1LLWUY you advertised for in Sunday’s TantaFaRUN.

6. A degree in computer science and two years of work in a university
computer center qualify me to become your data processing center’s

assistant manager, a position you advertised in June’s TanITaNUN.
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a. Yours sincerely,
b. Ms. Kris Linner
The Linners’ and Co.
1503 North First Street
Stillwater, MN 55082, USA
c. April 7, 2007
d. 116/2 Ramkhamhaeng 53 Road
Hua Mark, Bangkapi
Bangkok 10240 Thailand
e. Sudarat Somboonsuk
f. Dear Ms. Linner,
g. | would welcome the opportunity for personal interview to discuss the
position at the Linners and co. Thank you.
h. This letter is in response to the advertisement placed in the

Minnesota Tribune on January 7, 2007.

i. Enclosed is my resume detailing my work experience, certification and
educational background. | feel that my qualifications would be an asset
to your company.

j- 1 have a master’s degree in Computer Science. After graduation, | have

worked at various computer firms. | love working on computer programs
and enjoy working with people.

k. sSudarat Somboonsulke
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Style

REPORTERS/RESEARCHER

The SUNNDAY PERSPECTIVE SECTION OF THE
BANGKOK POST is looking for an energetic
Reporter/Researcher to work with its reporting team.

The Basic qualifications are:

e Thai national, male or female, aged between 24-30

e Keen interest in political and economic issues

e Sound knowledge of English, both spoken and written
e Able to cove and plan news stories and do research

e Able to type or familiar with the use of computer

e Graduate from college or university

e Able to work at irregular hours

Please apply in writing, enclosing your recent photograph,
and providing full contact address/telephone number to:
Editorial Manager (Ref: Sun P.)
Post Classified No. 5000
c/o Bangkok Post, Klong Toey, Bangkok 10110
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