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Does your interest in finding an accountant, as indicated in
your advertisement in today's Bangkok Post, center upon finding a young
man well grourded in theory and experience in hotel accounting ?
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Because of my specialized training in accounting at
Ramkhamhaeng University and my practical experience in hotel
accounting, I feel I have the qualifications you described in

your advertisement in the Bangkok Post,
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On the suggestion of Mr, Somchai Chaimongkol of your staff,

I submit the following summary of my qualifications for work as your

financial supervisor,
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I am 26 years old and have an interest in mechanical

operations and processes, Last summer I worked in the producticn

department of a Thai-Silk Manufacturing Co.
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pndoduie

My creative ability has been aharpéned all of my 26 years
by the desire to build, repair, or work with many objects and ideas.
This interest in mechanical operations and preocesses would make me
at home whether in Craft-Guild's machine shop, manufacturing units,
or offices. The summer experience in the production department of a
Thai-Silk Manufacturing Co., as listed on the enclosed data sheet,

. stands as proof of my capability for doing hard work.
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If I have described a promising accounting trainee,
Mr. Sabaichit, may I have an interview? A collect wire or z letter

will bring me in at your convenience to talk about how I can help

in your acccounting work.
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35/2 - Petburi R4,
Bangkapi, Bangkok 21

July 1, 1983

The Personnel Manager
Thai Silk Manufacturing Co.
15/2 Rama Rd.

Nontaburi
Dear Sir:

Is there a place in your personnel department for a person
who understands management and yet can get along with employees on
any level? I feel that my background, education, and experience have
given me this unique ability, and T would like the chance to demonstrate

how I can manage to solve people's problems in your company.

Having been born and brought up by parents who handle
hundreds of employees in a small printing house, I am aware of the
.employees' attitude toward employers. More insight was gained when I
worked for years to help my parents as a manager in the printing house,
This position gave me an opportunity to relate to others. My
responsibilities were as follows: supervising empolyees' working condition,
supervising all the machines and the plant, supervising payroll,
supervising profit and loss account including financial statement and
auditing, These duties have taught me a great deal about working with
others. This experience should be invaluable to me if I have a possi-

‘bility to contribute it to your office.

A college education, including specialized studies in personnel,
business and public finance, accounting, marketing, statistics, and all

of the other learning which led to my Bachelor of Business Administration
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degree, has helped to give ne a well balanced view of [abor-nanagenent

probl ens.

My business education has been well conpleted to prepare ne
to manage all the technical details concerning to enployees work.
From ny know edge of statistics, | could analyze sone information
needed and make someother conparisons for you. My study of business
comuni cation would assure you of getting clear and informative reports.
And ny know edge of labor law would help ne to cope with the day-to-day
problens you face. As you wll see from the enclosed data sheet, | have

prepared ny curriculum for this kind of work.

Tf this brief description meetsthe requirenents for work in
your office, mayl hear fromyou soon? 71 could visit you any time at
your convenience to talk about how | could help in your personnel

depart nent.

Sincerely,

JMJ j«% ?ﬂf/

Sukchai Sabai chi t
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"Tn June, I was graduated from Ramkhamhaeng University, where I was
v v :

an accounting major 1nun111uutﬂuﬁh§ "Since I have the qualifications
for the auditing position you listed in your letter to the University
placement Office, I am certain I could successfully fill the auditor

position.”
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18/2 Ramkhamhaeng Rd.
Huamark, Bangkok 21

July 1, 1983

The Personnel Manager
Sritong Co.,Inc.

12/3 Yaovarat Rd., Bangkok

Dear Sir:

On the suggestion of Mr. Boonsong Songboon of your staff,
I submit the following summary of my qualifications for work as your

office administration work.

My four years of work experience (see attached data sheet)
have taught me to do all kinds of office work. For the past years
I have been in charge of correspondence at Central Co. As the
administrator of business communication, I have had to handle all
‘types of office operations, including records management and general
correspondence. Although I am happy on this job, it does not offer

the career opportunity I seek with Sritong.

Complementing my work experience are my studies at
Ramkhamhaeng University, 1In addition to studying the prescribed courses
in my major field of business administration, I selected electives to
help me in my career objective. And I believe I have succeeded.

In spite of full-time employment through most of my time in the
University, I was awarded the Bachelor of Business Administration
degree last June with a 3.5 grade-point average. But most important of

all, I learned from my studies how office work should be done.

In addition, I believe I have the personal qualities that
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would fit me harmoniously into your organization. I like people, and

through experience I have learned how to work with them.

If my qualifications appear to meet your needs, please let
me talk to you about working for Sritong. I could arrange a visit to
your office at any time convenient to you.

Sincerely,

Oobeli Mot

Tukchai Nukchit
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#ragvUszTomifuen tuna@hidy solicited application

(1) Sritong Co. use a hard-working young man who wants a
career in accounting? | am that man, and | feel that ny education,
training, and personal qualities justify ny application for accounting
wor K.

(2)  Sound background in marketing . . . . . . ..well trained...
..... work well wth others, .., ..... ...

These Key words in your March 5 advertisement in the Bangkok
Post describe the person you want, and | believe | am that person.

(3) Professor Sanuk Sabaichai , cost accounting lecturer at
Ramkhamhaeng Uni versity, told meyesterday that you are | ooking for a
"creative, energetic, and innovative accounting researcher who has a
college degree." | believe that ny background and training qualify ne
for this position.

(4) Professor Sanuk Sabai chai, nanagenent |ecturer at
Rankhamhaeng University, has told ne about an opening you have for the
personnel manager in your Personnel Department. Since ny college
training and work experience qualify nme for that position, please

consider me an applicant.

(5) The financial analyst position listed in your adverti se-
ment in Friday's Bangkok Post interest me. | believe ny background,
which is outlined in this letter and the acconpanying data sheet,
qualifies me for this position

(6) your advertisement in the March 5 issue of Bangkok Post

pronpts me to tell you about ny qualifications for the position of
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financial manager. Since I have all the qualification identified
in the ad, please consider me an applicant for the position.

WADARIMMUNLETATY I 1IN unsolicited application uaa Al
i raavssydoguusun

(7) Do you have an opening for the sales manager in your
firm? This letter and the accompanying data sheet present my qualifi-
cations for sales work.

(8) For the last four years, my aspirations have been to
work fcr a company that is a leader in its field. Now that I am
about to receive a bachelor's degree in marketing from Ramkhamhaeng
University, I would like to discuss with you how my college training
has prepare me for the sales work position in your fimm.
gy raway Uz Toaaenna luaamuiy

(1) If I have convinced you of my sincerity and capability,
may I meet and talk with you? I could visit your office at any time
convenient to you to talk about your sales work.

(2) After you have verified my qualifications with the
references I have listed on the attached data sheet, won't you write
or call me, naming a time when we can talk further concerning my
employment with the Central Department Store.

{3) After you have had a chance to assess my qualifications
for the financial manager position in your company, I would welcome an
opportunity to talk with you. Therefore, I would appreciate your tell-
ing me a time that is convenient for us to discuss my gqualifications

for this position.
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(4) After you have reviewed my qualifications, I would
appreciate an opportunity to talk with you about the personnel manager.
Please call me at 1234567 to tell me a time that is convenient for us

to get together.
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SUKCHAI SABAICHIT'S QUALIFICATION
- FOR PERSONNEL WORK
35/2 Petbusi Rd.

Bangkapi, Bangkok 21

Experience as a Manager
1980-1983 Served as Manager fo Siam Printing House, 35 Petburi R4.,
Bangkapi, Bangkok 21; responsible for employees' working
condition, machines and plant, payroll, profit and loss

account, financial statement, and auditing.

Training for Personnel Work
1979-1982 Completed curriculum in Business Administration at Ramkhamh-
aeng University with major in general management and got
overall grade-point average of 3.5 out of a possible 4.00 .
Courses studied included personnel, business and public
finance, accounting, marketing, statistics, labor law,
business communication, and many other courses designed.for

a broad business background,

1977-1978 Attended Suankulab School, Bangkok.
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Personal Qualities

Physical: 165 cms., 60 kgs Memberships: served as member
Nativity: Born January 3, 1960 of general management club
Bangkok. and later became the
Interest: football, reading, president in that club and
swimming also became the member of
Family status: Single, no dependent sport club

People Who Know His Abilities

Mr. Somchai Chaimongkol, Personnel Prof. Boonsong Songboon
Manager . Department of General Management

The Bangkok Bank Ramkhamhaeng University

13/5 Ranglumpoo Rd. Huamark, Bangkok 21

Bangkok tel .......

tel .......

Mrs. Somsri Srichai, Production Prof. Sanuk Sukchai, Dean
Manager Faculty of Business Administration

Siam Textile Manufacturing Co. Ramkhamhaeng University

15/1 Petburi Rd. Huamark, Bangkok 21

Bangkapi, Bangkok tel c.ieeenn

tel .cvenn
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Personal Resume

TUKCHAI NUKCHIT

Profegssional

Objective Career in office administration

Education

1979-1982

1977-1978

Experience

Ramkhamhaeng University, Huamark, Bangkok: majo: in
general ﬁanagement; couisework in business communication,
perscnnel, organizational management, business policy,
taxation computer programming; grade-point average of 3.5
(4.00 basis); Bachelor of Business Administration degree

Suankulab School, Bangkok

1979=~present Correspondence Clerk, Central Co., Silom, Bangkok;

Activities

Interests

References

Address

Telephone

write all business letters to communicate with others,
responslble for time keeping records for 250 workers,
and perform generalloffice assignments

Member of Portektueng Foundatioﬁ, secretary 1982, Active
member of Elephant Club, work with orphaned children
Football, swimming, reading

will be furnished upon request

23/5 Petburi Rd4.
Huamark, Bangkok 21

1234567 (home)

7654321 (office)
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tama m¥un1smunu

Assume that you do want a job, and ccncentrate on the ad
describing the work you would like mest or could do best

Then write a letter which will get that job

(a) OFFICE MANAGER

Central Department Store needs Bright person with some college
training, preferably in business. Will train for position.

Must know office administration and have good letter writing
ability. Excellent salary and fringe benefits, P,O0.box 123,
Bangkok

(b) HOTEL MANAGEMENT TRAINEE

Young person with some college for career in hotel administration.
Training covers all phases of hotel operations. Applicants must
be personabkle, hard-working, mature, good command of English, and
intelligent. Write Placement Officer, Dusit Hotel, 15/2 Petburi Rd.,
Bangkok

(c) ADMINISTRATIVE ASSISTANT

High-ranking executive in large company needs assistant to relieve
him of detail work. College study in business administration
preferred. Must be hark worker, have good communications skills
{written and oral), and willing to do detail work, Send letter and
resume to P.C. box 4087, Bangkok

{d) MANAGEMENT TRAINEE

Should know basic business subjects. Must be intelligent, hard-

working, good command of English and Chinese, and perscnable.
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(3)

(4)

(3)

238

Apply by letter only to Personnel Department, Central Co.,

13 Ssilom, Bangkok

(e) CHEMICAL SALES ,

National Chemical manufacturer needs aggressive sales people to
call on industrial buyers. Collegé work in chemistry, or business
administration preferred. Guaranteed income during six mounts
training period; unlimited income from commission plan thereafper.
Must be perscnable, aggressivé, good command of English and Chinese,

and self-motivated. Write Sales Manager, P.O. box 135, Bangkok
Write the data sheet to accompany problem (1) above

Assume that you are completing your college work this semester and
are looking for a job, Find an ad from the Bangkok Post for a
Job for which you would be qualified. Then write a letter of

application for the job.
Write the data sheet to accompany the letter in problem (3) above

Now that you have completed a thorough analysis of the job that
interests you, have analyzed the company you are interested in
working for, and have developed the data sheet for the job, prepare

an unsolicited letter of application for the job of your choice,




