                           No.**-7, Ping-he 6th Rd
Xiaogang District
Kaohsiung, Taiwan, 812

30 April 2009
Mr. Philip Chan

Human Resources
E-mail: chan.p.7@pg.com 
Tel: +886-2-8722-0860
Dear Mr. Chan,

I’m writing to apply for the position of Marketing/Assistant Brand Manager as posted on 104.com.  With my education background and relevant work experiences, I believe I am qualified for the position.  My resume and relevant documents are attached for your reference.

I am a fresh graduate of National Central University with a B.A. degree in English.  As my resume demonstrates, I have also taken various courses such as Human-Resource Management, Marketing Management or culture related courses to broaden my horizon.  I have developed both leadership qualities and teamwork experience through organizing several major events on campus which demonstrated my abilities in proposing orientation, planning schedules, giving directions and most of all, making decisions.  As the 2009 president of the English student association, I have had ample opportunity to test my ambition in taking adventures as well as my willingness to face different challenges.  During the period, I recognize that I love to work in collaboration with others and can make great contributions in an interpersonal working environment.
I'd love to find out more about the position you're looking to fill, and I would be grateful if you would grant me an interview so that I can explain my qualifications further.  I can be reached at 0912345678 or A12345@hotmail.com.  Thanks for your consideration. I look forward to hearing from you soon! 

Sincerely,
	Sih-Ying Ren 
No. 390, Cheng-gong Road  

Taichung County, Taiwan, R.O.C 420 

03-222222                      

0912-345-678                  
XXXXXXX@hotmail.com        


Employer’s Name, Title 

Employer’s Company 

Employer’s Address 

Employer’s City, State, Zip Code 

May 4, 2009

To Whom It May Concern,

I’m writing to inquire about a possible administrative assistant position with your company.  Enclosed please find my resume and a brief self-introduction.  

I’m about to graduate from National Central University with a B.A. in English literature.  As you can see from my resume, I began working in my junior high years so as to help out with family financial difficulties and have become quite independent and reliable because of such experience.  The strengths that I possess include:

· I have years of work experience
· I have developed competence in languages, art design, and computer skills
· I am good at team work and quite flexible
Please see my resume for additional information.  I understand that I may have a lot more to learn, and I will do my best to prove my value to this company.  I can always be reached by my cell phone, and will look forward to having the opportunity to speak with you.  Thank you for your time. 
Sincerely, 
Date

Dear xxxxxxx:

I’m writing to inform you that you have been seriously disturbing my daily life with your inappropriate life style.

Since last semester, my quality of life has been severely affected by your activities.  For example, you usually start to play the guitar at midnight; you always turn the volume up to the maximum when you’re listening to music; you practice baseball pitching right in our room and make huge pounding noises, etc..  Besides, you have borrowed almost everything you need from me, including hair dryer, sneakers, clothes, desk light, hangers, loose change for laundry, and even my own underpants.
All of these have greatly disrupted my school life.  One time your noisy guitar playing kept me up all night that I overslept the next morning and failed to go to one of my midterm exams.  And just yesterday, you borrowed my last pair of clean underwear without telling me.  Thanks to you, I had to wear the same underpants for one more day, which was utterly unbearable for someone like me who cared so much about cleanliness. 

I don’t know if you realize that your life style is becoming other people’s burden.  As much as I value our friendship, your disrespect for my privacy and my property has forced me to give you formal notice that if you do not change your ways, I will have to find a new roommate next semester.  I look forward to hearing from you.

Yours sincerely, 
No. 5, Alley 6, Lane 98

Nanning Rd.

Jhudong Township
Hsinchu County  

Taiwan, 310
0912-xxx-xxx

4 May 2009
Mr Michael Porter

Sales Officer

EasyPay

709 Central Rd.

Hong Kong

Dear Mr. Porter:

Subject: order No. 9587/ S and M

This is a formal complaint against your company.

I placed an order for two pairs of flip-flops on your company’s website on 18th April, and requested them to be delivered before 22 April.  The email sent from your company on 19th April confirmed that delivery will be made on 21st April at the latest, and I also paid extra fee for registered mail.  So far, I have not received the goods yet.  As the flip-flops were for my friend’s birthday and I did not get the goods in time, I was forced to buy other shoes for her important day.

Disappointed, I called the Customer Service Hotline on 23 April.  I was told that they would check the delivery system for me and contact me afterwards.  Unfortunately, I have not heard from them since.  The order is already late for two weeks, and this is long enough for me. 

Your slowness in shipment and communication has caused a great deal of inconvenience for me.  I am demanding that you arrange for a new delivery promptly and return the extra fee that I paid.  If I do not hear from you within a week, I will be forced to take due action.  I look forward to hearing from you as soon as possible.

Yours sincerely

Date

Dear Mr./Ms. XXXX: 

I am writing to apply for the position of diplomatic volunteer as advertised on your official website.  I believe my education background, relevant experiences, strong motivation, and multilingual abilities will help make valuable contributions to your organization.

Being an English major, I have always been interested in moving from one culture to another, interpreting and translating intriguing and useful information.  And my previous experience of taking part in The Annual Selection of Young Delegates of Diplomacy (外交小尖兵) greatly increased my interests and motivation in diplomatic affairs.  I really look forward to putting my knowledge and experience into practice and work in this area.
I have served as a work study assistant in NCU’s English department office and acquired basic skills handling administrative duties.  Besides learning to be responsible and patient, I have been very active in joining numerous diplomacy-related activities as listed in my resume.  I have received and served guests from foreign countries and provided guided tours for our school’s foreign exchange students.  What’s more, I served in quite a few leadership positions and thus acquired skills in communication, organization, and hospitality. 

I would appreciate an opportunity to discuss your requirements and my ability to meet them.  Thank you for your time and consideration.   
Sincerely, 
