Hello! Everyone!  My name is xxxxxxx.  I will be graduating from National Central University with a B.A. in English literature, and I am very interested in becoming an airhostess.  I think this is a good career choice for me because, first of all, I am good at dealing with multicultural clientele.  I have worked as a member of the NCU English PR team for three years, giving campus tours and doing translation for visitors from various foreign countries.  I also learned to recognize and resolve problems through working as a receptionist at the English Department office.  As the team leader of MIDI Café in College of Arts, I learned to diffuse difficult customer situations with tact and ease and build rapport with people.  I think I am well-adapted to high-pressured and new environment, and I would appreciate an opportunity to work with and learn from you.  Thank you for your time!

Good afternoon.  My name is xxxxx.  I am very interested in the position of international sales representative.  Nowadays, international sales is no longer just business but has more to do with public relations, and as a person who has abundant experience in PR-related jobs, I believe I can make good contributions to the promotion of merchandise in your company.  I have worked as a cashier in the US and have developed good people and communication skills through these experiences.  I know how to accommodate clients’ needs and perform satisfying services.  Working overseas has also strengthened my ability to adapt to high-pressure and new environment as well as to learn to perform new duties in a very short time.  I am quite independent in work, but I am also a good negotiator.  I have served as camp organizer at my university in 2007, so I fully understand the importance of teamwork.  By the way, I am easy going and can always get along with coworkers.  I believe I am qualified for the job and will be a valuable addition to your company.       Thank you for your time.
Good afternoon, my name is xxxxx.  I am applying for the position as a language teaching assistant.  I have always been a keen learner of foreign languages, and besides English, I have also taken classes in Spanish and French.  That’s why I fully understand the struggle and anxiety that students go through in learning a new language, and it gives me a great sense of fulfillment to be able to help others overcome difficulties in language learning.  Aside from formal training in the art of language teaching, I have worked as a teaching assistant for a month-long English summer camp.  The experience offered me the opportunity to work with teachers from New York, Canada and our local area in developing creative course curriculums.  Furthermore, it also strengthens my people skills in coordinating with local colleges on arranging in-class activities and out-of-class student consulting.  I am confident that as a language teaching assistant, I will be able to assist language learners like me in very concrete ways, and I hope you will give me that opportunity.  Thank you.
Hi, my name is xxxxxxxx.  I am interested in applying for your advertized position as Human Resource Manager.  With a B.A. in English from National Central University, I acquired good communicative skills through my capacity as an important officer in the student association of my department.  I have worked as a camp counselor and learned how to interface with others.  And I developed leadership qualities through serving as the vice president of the student association in the English department, after orchestrating a campus cultural festival in 2007.  I have, despite participation in so many extracurricular activities, still maintained a high level of performance in school work, including the courses I took from the Business Administration Department.  Being trained to think critically and systematically in my own English department, I am quite independent and reliable.  I believe I could be a valuable addition to the company.  Thank you very much!          

Hello, my name is xxxxxxxxxx.   I am an English major at NCU now and I expect to graduate next year.  I have always dreamed of becoming a teacher, so I have taken quite a few related courses at school, such as Introduction to Linguistics, Sociolinguistics, and Topics in English Education.  I have taught English to primary school students at a cram school, so I am familiar with developing curriculum to accommodate individual student needs.  I’m also good at interfacing with parents and faculty members.  In addition, I have done volunteer service teaching and counseling students at remote schools.  I am sure my love for kids, my ability and enthusiasm for teaching will definitely help the students.  Thank you for your time.
Ladies and gentleman, my name is xxxxx.  I am highly interested in the position of English to Chinese or Chinese to English interpreter and translator.  As you can see from my resume, I major in English and am about to graduate from National Central University with an additional certificate from the Business Administration Program.  I have always been interested in moving from one culture to another, interpreting and translating intriguing and useful information.  To prepare for a career in this field, I have taken courses in Advanced English Oral Training and Translation Theory and Practice.  I have also served as a member of NCU’s English PR team and have done quite a bit of work in Chinese-English translation.  To give myself more practice, I am doing volunteer translation for social movement groups too.  In school, I work as an ambassador to exchange students, helping them get used to life in a foreign culture.  I myself am quite familiar with western culture and I believe I can make valuable contributions to this position.
Good afternoon, ladies and gentlemen, my name is xxxxx and I am really interested in becoming an intern for this magazine press.  I have always been fascinated by the layout and arrangement of various magazines and have devoted myself to studying them.  Take the two top fashion magazines for examples.  Personally, I think the reason Vogue can out-sell ELLE is because Vogue is not only better at choosing celebrities who are regarded as fashion icons, such as xxxx, but also smarter in titling their issues with amusing and irresistible topics such as xxxxxxxx.  I myself have been dabbing into magazine layout too, through my work in helping my department put out its annual publication.  If you are interested in seeing some of my actual work, I have brought my portfolio.  As an English major, I have solid training in writing which proves to be handy when it comes to writing magazine articles.  I am an enthusiastic and self-demanding person.  As Conde Nast is a world-class magazine press, I hope to acquire some extraordinary work experiences here, if I can join your rank.  Likewise, I am sure I will dedicate my strengths to any task that you put me to.  Thank you for your time and attention.

Good Afternoon, everyone, I’m xxxx Yang.  I’m highly interested in the position of assistant coordinator in international affairs, especially in the education field.  I am a multi-lingual speaker with a lot of experience translating from English into Chinese and vice versa.  In addition, I also understand and speak some Japanese and French.  I have had quite a bit of experience preparing the logistics and orchestrating exhibitions, conferences and cultural events during my term as the deputy captain of the English PR Team as well as working in the Office of International Affairs at NCU.  By assisting the coordinator of the OIA on paperwork dealing with international students on campus, and being a flexible and attentive receptionist for the English Department where I served the Higher Education Evaluation and Accreditation process, I got more chances to enhance my task-execution ability.  I’m persevering, enthusiastic and amiable.  And I am extremely devoted to cultural and education exchange.  I’m sure I can contribute a lot to this field if I were given the opportunity.  Thank you.

My name is xxxxx and I am a graduate from the English department of National Central University.  I am very interested in applying for the position of customer service specialist in this company.  I have always been a people person; in other words, I take great pleasure in helping and serving others.  When I was in college, I took part in public services that demanded communication skills and people skills.  For instance, I led the student affairs committee of the women’s dormitory on campus, which aims to maintain the quality and security of the dormitory.  My job included attending to suggestions, conducting publicity events, and making contact with the university’s administrative staff.  Through this job, I learned how to “listen”, negotiate and solve problems.  I have also acted as the section chief of sales in the university’s campus-wide cultural festival which gave me a lot of experience dealing with business matters.  I think I can attend to the needs of clients and can offer the best service for them.  I hope I can have the chance to prove my value to this company.  Thank you!

Hello, everyone.  My name is xxxxxxx.  I’m applying for the position as a book editor.  I have always had great passion for reading, including books, newspapers, and journals; and have acquired the habit of reading as a meticulous editor of graphs and texts.   I’m quite familiar with the art of organizing texts and images and have followed through on editing a book series by myself.  As you can see from my Work Experience on the resume, I edit one book per year.  I’m skilled in Microsoft Word and Adobe Photoshop, which made it very easy for me to help my father, who is a minister and computer teacher in school, organize his files and prepare his teaching materials.  I’m well-prepared yet I am a cautious person.  I think what I need the most is more work experience with different kinds of books.  I am hoping that the opportunity to work for your company will be mine.  Thank you.

Good afternoon, everyone.  Thank you for giving me an opportunity to introduce myself to you.  My name is xxxxx and I am applying for the position as an assistant in your Record Company.  Although I majored in English in the university, I have always been interested in music.  I’ve learned to play quite a few musical instruments since I was little, and I have also acquired skills in digital music editing through years of professional training.  I have had many experiences working with music, writing songs and lyrics, and working on sound design for short films.  By the way, I am also interested in illustration and flash animation in the style of Japanese manga.  I have provided a sample at the bottom of my resume for your enjoyment.  With backgrounds both in the production of sights and sound, I am sure you will not be disappointed with my performance.  Thank you.
Hi, my name is xxxx and I am extremely interested in becoming a management trainee.  As a trainee, I will be part of the human resource preparation for the growth of the company, and I am sure I will be able to learn all the basic training and diverse views of the company.  As you can see from my resume, I majored in English in college, but because of my interest in business-related careers, I have taken some important courses in business, such as HRM and OB, so as to equip myself for this line of work.  I am good at team work, and I am quite flexible.  I would appreciate it very much if I were given the chance to work for your company.  Thank you.

Hello, my name is xxxx.  I’m highly interested in this position because I believe I have the qualities it demands.  First, I worked as a Quality Controller Assistant in a plant in Alaska 12-16 hours everyday for two months, and that trained me to work long hours with concentration.  Second, I have acquired leadership qualities through serving as the captain of the basketball team of my department as well as the organizer of a lecture series on Broadway culture and films.  Third, I’m computer literate and I’m capable of handling general word processing and type 50 words per minute with accuracy.  All of these experiences, I believe, have prepared me well for this position, and I hope I will be given an opportunity to serve your company.  Thank you. 

Good afternoon, ladies and gentlemen.  My name is xxxxxx.  My target job is international marketing sales.  Although my major was English, I have always had high interest in marketing.  So in addition to taking business courses such as marketing management and information management, I also participated in the Advertise camp held by the famous MaCann company, where I learned professional marketing skills and won the proposal competence contest along with my team members.  During my college years, I also served quite a few public functions, for example, as member of the Annual Campus Cultural Festival at my university, the deputy team leader of the PR Division in the Student Association of English Department, and, lastly, deputy team leader of NCU’s unique English PR team.  In all these profession-oriented activities, I have developed the ability to work efficiently in collaboration with others.  I may have a lot more to learn about international marketing sales, but I am sure my strong motivation and multilingual ability will help smooth my way into the job very quickly.  It would be a great pleasure to be able to work for your company, and I will certainly do my best to enhance the interest of the company.  Thanks you.
Good afternoon.  My name is xxxxxx, and my objective is to obtain an internship in your NGO within the field of country development or education.  Coming from a humanities background, I am trilingual in Mandarin, English, and Spanish and I’m currently a freelance English-Chinese translator at the internationally-renowned magazine Cosmopolitan and an English teacher.  To gain better proficiency in Spanish, I went to Guatemala in the summer of 2008 to enhance my speaking and listening abilities and came back with certificates in advanced Spanish.  Equipped with the three most spoken languages in the world today, I have an abundance of experience in intercultural communication.  I am comfortable working with people from different cultural and ethnic backgrounds.  For example, I have worked with volunteers from all over the world in Guatemala as well as locals; I volunteered an entire summer in Guatemala in the year 2008, working in a hospital with nurses and physical therapists to improve the mental and physical health of patients.  Every task I have accomplished in the past has prepared me to go into this field.  I have planned events for over a hundred people and raised funds for my university’s annual campus festivities.  My job as an English teacher has also helped me become patient and gain a better understanding of how to approach children and adolescents alike.  I will most certainly cherish and appreciate the opportunity to work for as well as learn from your organization, and I believe I’ll make some valuable contribution along the way.  Thank you.
Hello, everyone! My name is xxxxx.  I am applying for the entry-level position in sports or leisure management relations.  I believe that sports or leisure activities are no longer just physical activities nowadays; they are often social activities too.  And when people feel relaxed and happy at these occasions, they will enjoy the activities more.  And that’s where I come in: I love to interact with people and can give them a good time.  When I was in college, I was a member of the department volleyball team for four years, so I am quite familiar with public relation skills and I have developed a high EQ in dealing with various members and other teams.  With a B.A. in English from National Central University, I am also professionally trained to conduct communication with foreigners easily.  I believe I can provide first-rate service if I were taken into your company.  Thank you!

