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2.3 TauarfetfresdfuvitariEnfiudesmanelui (inside address)
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24 ANTuBuAAMINE (salutation)

25 rﬂauwmﬂmumﬂ {body)

26 AIRMILAANNE (complimentary close)
27 aefuredfaiag (signature)
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2.8 Fo-unanasasgaiashitluy AsRuWAR (printed name)
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2.1 NayuaIyaNRT (letterhead/address)
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gadarasfodiniiTe dowiegrewmiadluaanuuaiasunnasa o
o] - L ] i IA -
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annglutlszing: 3/153 Muangthongnivet 1
Changwatana 14 Rd.
Lak Si, Bangkok 10210

fguAslaetlsEnA:  3/153 Muangthongnivet 1
Changwatana 14 Road
Lak Si, Bangkok 10210
Thailand
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2. wuuaLNEnu
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2.3 q'a-ﬁ'aghlmﬁu (inside address)

- ] o . o e 4 A
doutiaztisznaulubon fa-umanatesdfuiederts wef ouwa en
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TRUTEN WAZNDUYNAT atiat s uBIadiu 6 ussia 1

| - Able to use PC { Microsoft )

“SICK & TIRED of getting to work at 5 a.m. and still get
stuck in the traffic. Our office is located near Suan Siam.
We are currently looking for a

SECRETARY / CLERK
- University, Secretarial, cr Commercial Scheoi Graduate

- Good command of written and spoken English

TECHNICAL SALES REPRESENTATIVE

- Diploma or University graduate 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 Sukhapbal 2 Road
Kannayaw, Bungkhum, Bangkok 10230
Tel : 9196995-6 Attn : Khun Somsak

Salaries are based on experience and qualifications.
Please apply by sending CV with recent photo and salary
expectations to :
Khun Chulespom Limsuparat
63/ 1-6 Sukhumvit Soi 26
Sukhumvit Rd., Prakanong
Klongtoey, Bangkok 10110
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1. Chematic Industrial
(Thailand) Co., Ltd.
107 /348 Moo 4
Sukhapibal 2 RD.
Kannayaw, Bungkhum
Bangkok 10230

2. Ms. Chuleepern Limsuparat
63/ 1 - 6 Sukhumvit Soi 26
Sukhumvit Rd., Prakanong
Klongtoey, BKK 10110
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W 3. Personnel Department
Advanced Research Group Co.,Ltd.
27 Charoen Nakomn 14 Road
Klongsan, Bangkok 10600

dadunn  nisdeu-ungnagiuaesiindn Mr Mrs. 38 Ms.  vFaRILMIM

NWIUEEI9N7 1y Gen., Prof., Assoc. Prof., %38 Dr. YW aNe

a |
Nangaunm 4

L [ - r n=’l’ =l 4 lil 1 14
WidnAnmgussniafuaiassie il wasduwie-Naguesdiulignies

Database Programmer needed for agency of

the U.S, Embassy. It is preferable that the
candidate have experience in a LAN environment
running Windows. Knowledge of ACCESS

is a minimum gualification, ORACLE is a big
plus. Ability to read, write, and speak English

is a must. We offer a competitive and attractive
salary, altractive benefits package, five-day work
a week and training when necessary. Please
contact Khun Charounsri, AFRIMS Personnel
Office, P.O. Box 926, BKK. 10500 Tel.248-0071

for more details.

& .
2.4 ANIUAUARUNNY (Salutation)
=l b 4! 1 % v v e ol d‘ ﬂJ 1
NNIBUATUUALAAUNILALADIREAAREINULTTVIALINYRIZIY “§a-NaE
Lo
IR IER TS ]
al o X .
WUUA 1 AVTUAURAVNAY Dear Sirs/Gentlemen :
-l .
buun 2 " Dear Ms. Chuleeporn Limsuparat, wie

Dear Ms. Limsuparat,
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bbUUWN 3 " “ Dear Sir; W%e Dear Sirs:
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uazapnusaNArundsureulszniAfuaAsaIu (solicited letter)
»
Tudquilazlsznaviufian
1. UM (introduction)
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[ 7 % dl L o [ 4 =4 !J o .
Fuadpsiaclumba@eiuw wieRsmwuiiuun (solicited letter)  uazazay
. \ Cod v
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2. smaziagn (detall)
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3. unagu (conclusion)
X
unajlaniueywngavitesaniieluaamny aznflunisagiiia
Y - Y] o [ - o '
ANFBINITIALd MY wazaslantaBaudrfunisdunenl  vieas
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| am interested in applying for the position of
Programmer, as advertised in the Bangkok Post on January 27,
| 1996, | believe my educational background and experience

would serve you well.

HOYA
Urgently Regiired As you can see from my resume, | had two-year's
1. PROGRAMMER experience in working with the Computer Division at the

-Bachelor's degree in Computer .
Sukhothai Hotel. My performance at the hetel was found

Science .

-Candidates with experlence in | Satisfactory.

programing field will be preferred

{Cobol, Foxpro) o .

| hope | may have the privilege of meeting you so that |

We pffer very atiraclive salary

and Iringe bentifits to the right can discuss my qualification. If you wish to telephone me, | can

candidate. Apply in person or be reached at 537-3658.

send resume to:

HGYA LENS THAILAND LTD.

382/1 Phaholyyothin Rd.,

Prachatipat, Thanyaburi

Patumthani 12130

Tel: 516-8411-3

-, o
fanssun 5
- - - 1 4 L4 x - A’ 1
WhlnAndsznnAfugdmsausalll wds EouAttudueswune uardaiianayl

Avualuaainsaiasuliignies

A leading International freight forwarder is
looking for :

SALES REPRESENTATIVE

B Male/Female, age not aver 30 years

B Commercial graduate with-good English
B Own transportation

B Knowtedge of Air Cargo is an advantage.

Interested persans, please send resume to :

POST CLASS NO. 4176
C/0 BANGKOK POST
BANGKOK 10110

EN 320 -



(A) If you require any additional information, please contact me at the above
address or Tel. 510-0348. | am tooking forward to hearing from you soon.

(B) Please consider me for the position of Sales Representative which you
advertised in the Bangkok Post of February 25. Enclosed are my resume and a
photograph for your consideration.

{C) | am a graduate of St. John’s Commerce. | was an active member of the
English Club at St. John's. Besides, | have a Toyota pick-up wagon.

(D} | feel that | am well qualified for the position. | had one-year’s experience in
working with the Freight Forwarder, responsible for Air Cargo.

v X o
ATTURIUIANHIH,

- |
AALLBVITIRIAVHAE:

2.6 AIBINILAANN"EY (complimentary close)
L3 i 7 9 j [y 4 A =y 1
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- @ J X =y 1 & H
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| ™ . & ° X
Madpuaamnealanny Ausuaauing Srusunieludiameesan
o y oy o Y  d % v = o Y s
WU UATARIMEARAMNANRUEAU ndeRe FeudeusmenuuRd RN sALARUAY
31
o k7 1 ] -3 -‘;
Asaamnaiiiaaniy 4 ngu Auwsialuil
. da . L
1. nguTimuiuialy (standard close)
s fuyspardanmit wiayaaahisnlidues vy
Yours sincerely,
Sincerely yours,
Sincerely,
.
2. nqum-ﬂuﬁ‘%’me {formal close)
. d Wyl
azlfiuyarafionlalfdnunra
Yours very truly,
Very truly yours,

Yours truly,
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3. nguMiAENTHN (proper close)

. ' a o o
azldiuyanatiiasAviayanasnarswiuiioasnig

A

v
Yours respectfully,
Respectfully yours,
Respectfully,

4, nq'uﬁLﬂuﬁuLﬂq (informal close)

1
oY nr e

s MiuypraTianMuiluatnag wisdnainaunduiay gy

Yours cardially,
Cordially yours,

Cordially,

2.7 aenTuwasgaias (signature)
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3.2 Modified block style
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3.3 Personal Business Style
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4, AIRENIAANNIBANATINY
<~ ol e
41 UL uFaUNAENASIU (For Newspaper Ads)

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

17 September 1996

Mrs. Cyntaia Dryden
Branch Manager
BAROID

10414 Soi Daeng Udom
Sukhumvit 33

Bangkok 10110

Dear Mrs Dryden:

| would like to appty for the post of personal assistanl 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 ta conlinue working in this industry.

I enclose my curriculum vitae and will be available for interview any day after 21 September and able o

{ake up a new appointment from 1 October.
| look farward to your reply.

Yours sincerely,

ma-ry ﬂéerﬁd

MARY ROBERTS

. a | ar & ] o ]
nARL NI NLY unﬁnma:wmw AnuneATATUaMTns sy upzRaasls

AFUTTIAY
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66/8-9 Soi Watlanawam
Makkassan, Payathai
Bangkek 10400

17 Seplember 1996

Mrs.Cynthia Dryden

Branch Maanager

BAROID

10/14 Soi Daeng Udom
Sukhumvit 33, Bangkok 10110

‘ Dear Mrs Dryden,

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

1 am 28 years old and was educated al Redhill Comprehensive School and the South Surrey Coliege. | 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. A '

For the fast six years | have been working as the perscnal assisiant to Mr Mares, the Finance Director of E.M.F. of
Croydon. But | came to Thailand on a business trip 4 months ago, and 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.

Staying with a friend in Payathai, t am available for an interview at your convenience. ! would be able Lo 1ake up a new

post on any date from 1 October. | look forward to your reply.
.

Yours sincerely,

mﬂ’ Pﬂ&’!ﬂ
¥
MARY ROBERTYS
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322 North Kline Street '
Buffalo, New York 14209

May 27,19 - - -

Mr. David Loo, Personnel Manager
Endicott Manufaciuring Corporation'

Buffalo, New York 14220
Dear Mr. Jackson :

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

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

As administrative assistant to your editor, | would welcome the opportunity to assist in an
editorial capacity, as well as to use my secretarial skills. | have had experience in proofreading and
in layout. My secretarial skills are well above average, and | find it easy to work with others.
Although | certainly don’t know all the answers, you will find me eager to learn. | am happiest when |
am busy!

If you wish to telephone me about an interview, you can reach me at Tremont Colllege
{555-8000, Extension 338 ) any weekday. My last class is over at 3 p.m., and | could arrange to

come to your office after that time.

Sincerely yours,

:biana P _/Uar&y

Diana P. Harley

* Marie M. Slev'varl‘ Frank W. Lanham and Kenneth Zimmer, 3~ ed. College English and Communication, New York: McGraw-Hill, p. 485,
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4.2 wuunlinsusouaiasu (For Blind Applications)

9 Stockton Road
Chorlton
Manchester

M21 1SB

11 June 1993
Dear Sir / Madam,
i am writing about the prospect of future employment at your institution for the coming
September., | have recently completed a Master's Degree in TESOL at Manchester

University after having worked in various countries for six years.

As can be seen from my curriculum vitae, | 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. | hope to

be hearing from you soon.

Yours faithfully,

Sudan joﬁndan

Susan Johnson { Miss )

SANNIBANANUANAIREN 1 usanuneqiRsawh el s naniunag

) F‘ - e .
Anmsing  diessuntuAaih iR lumsdwsdadnstdse  “reifde  unfeld

Usenaunisfisisandidnadae
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150 New Mark Esplanadez‘
Rockeville, MD 2085C
September 22,199 -

Dear Sir,

Communication is the most fascinating and important field in today's business world |
am proud to say that { have made communications my life. In my television work, | am
deeply involved with promotional, commercial, and public service production. | also
have dealings with commercial clients. | have enjoyed my work in television, but my

future goals do not include the broadcasting industry.

| am known as a people person, and nowhere is this characteristic more important than
in the field of public relations. Working in public relations has been a goal of mine for
some time, especially in the medical field. | 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. 1 have an
infinite thirst for knowledge aﬁd boundless energy with no means of release. Combine
this with over 3 years of experience in the communications field, and | am your next

public relations manager. 1look forward to hearing from you. Thank you.

Sincerely,

c[:ae _A[arn'dan

Lee Harrison
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Aumdsgannasdullssanduius (Pubic relations manager)

o
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*Janis Forman and Kalhieen A. Kelly. The Random House Guids fo Business Writing. Singapore: McGraw-Hill, 1990, p. 752.
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315 Mill Neck Road’
Williamsburg, VA 23185
September 23, 199 -

Dear Sir: '

The enclosed resume emphasizes, unfortunately, extensive knowledge and
experience in the 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 the application of principles of problem-solving to
internal and external policies.

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

By way of explanation, I've 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 | had been doing, ! resolved | no longer wanted to go on doing what had
been doing become largely a question of design and illustration. | was using toc few of
the capacities of an analytical and creative mind. And so | have reentered the job
market in search of a greater challenge and greater satisfaction.

| don't need to tell you Ocala is in one of Florida's most beautiful areas. | have

always loved those rolling hills, just like those outside Williamsburg.

‘Sincerely yours,

grian MIML

Brian Nash

* Ibid., p. 751.
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e 2 3 (ueyan 3) uanarldFusmsda The Governor's Award (luayiand 2) Awaqulé
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5. @l lunadsusavunsdiasay

) Lo - al -] PP}
NITNRNIBNINLAARNUUSUINA ( unsolicited letter )

1. Mr. %—muﬂqmm@'uuzﬂ’l, Director of Ramkhamhaeng University University

Placement Office, has suggested that | apply for the position as your AU

which you spoke to him last week.

2. | 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, anéj I would like
to be considered for a M position with Bangkok Steel.

3. According to a feature story in the November 15 issue of ’ﬂﬁﬂmﬂﬁ’@mﬁﬁﬂﬁuﬁ, Mrs.
%ﬂ—muﬂnﬂ is planning to reach a goal 6f 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 as an
entry-level marketing representative.

4. 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.

5. 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

make a valuable contribution tc your marketing division.
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n1enataatalsenmasutaiag (solicited letter)

1. Please consider me for _AunHY you advertised in the deuledefiud on March 2,

1996

2. | have seen from your advertisement in the JemiTeRnRat of 11 November that you
are looking for a AT . | would like to apply for this position.

3. | am interested in applying for your position of Fiumil . as advertised in the A_ﬂ
wlaRafind,

4, This morning's ’ﬂwﬁqﬁﬂ- AN carried your ad for AIWMWY. Both my work experience
and my educational background have prepared me well for the position.

5. Because of my work experience and coursework in gm'ﬁ‘mﬁﬁ"ﬂu‘ , | can be the
AWML you advertised for in Sunday's daniieRefiud

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 iﬂuﬁs‘laﬂﬁuﬁ,

daduna inardsdulilimanldefindiane viemndlunishiunlseranfomas

- -« L J i
faniunfofdnesindnds (bold type) ununirimduls

-~ -l
nangsan 7
| Pl anl o 1] 4 k3 1 7] r
WinAne Fesadudausieg Atmualdiag Wasmnedizluuudluuy
Personat business style
a. Yours sincerely, g. | would welcome the apportunity far a personal interview 10
b. Ms Kris Linner discuss the position at the Linners end Co. Thank you.
The Linners' and Co. h, This letter is in response 1o the advertisement placed in the
1503 North First Street Minnegola Tribune on January 7, 1996,
Stillwater, MN 55082 i. Enclosed is my resume detailing my work experience,
U.S.A, certification and educational background. | feel thal
c. Aprill 7,1596 my qualifications would be an asset to your company.
d. 116/2 Ramkhamhaeng 53 Road |- I have a Master's degree in Computer Science, After
Hua Mark, Bangkapi graduation, | have worked at various computer firms. |
Bangkok 10240 love working on computer programs and enjoy working
Thaitand with people.
€. Sudarat Somboonsuk

f. Dear Ms. Linner,
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gAREN 1 MENNTEATHIUIA A4 BN

wULE nwantaun
WinAnx@auaanuneadasuaiudreniAlseon lumi@eRad Bangkok Post

atfu Judi9 n.w. 2539 Tasl¥n 1 n@euuuy Personal Business

REPORTERS/RESEARCHER

The SUNDAY PERSPECTIVE SECTION OF THE BANGKOK POST is
looking for an energetic Reporter/Researcher to work with its reporting team.
The Basic qualifications are :
® Thai national, male or female, agen between 24-30
® Keen interest in political and economic issues
® Sound knowledge of English, both spoken and written
® Able to cover and plan news stories and do research
® Able to type or familiar with the use of a computer
® Graduate from college or university
® Able to work at irregular hours
Please apply in writing, enclosing your recent photograph, and providing full
contact address/telephone nurnber to :

Editorial Manager (Rot: Sun P)

Post Classified No.5000
c/o Bangkok Post, Klong Toey, Bangkok 10110
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