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在投递简历时，附带一封求职信的话，可以让HR看出求职者的诚意，往往就因为一封求职信，应聘者最后得到工作机会的概率将会大大提高。如果我们将要应聘的企业是外企或者其他跨国企业，那求职信更加是重中之重了我们在求职信中，可以提到我们的求学过程，想应聘这个岗位的原因，如果有名师或者导师的推荐信的话也要提到，并附带在附件里面连同简历一起传递给对方HR。以下的三封英文求职者，提供给将要出国求职，或者到外企求职的应届生或者研究生朋友，希望大家能多多参考。


范文一（应届生）

Dear Sir/Madam: 
    Your advertisement for a Network Maintenance Engineer in the April 10 Student Daily interested me because the position that you described sounds exactly like the kind of job I am seeking. 
    According to the advertisement, your position requires top university, Bachelor or above in Computer Science or equivalent field and proficient in Windows NT4.0 and LINUX System. I feel that I am competent to meet the requirements. I will be graduating from Graduate School of Tsinghua University this year with a M.S. degree. My studies have included courses in computer control and management and I designed a control simulation system developed with Microsoft Visual InterDev and SQL Server. 
    During my education, I have grasped the principals of my major and skills of practice. Not only have I passed CET-6, but more important I can communicate with others freely in English. My ability to write and speak English is out of question.
    I would appreciate your time in reviewing my enclosed resume and if there is any additional information you require, please contact me. I would welcome an opportunity to meet with you for a personal interview. 

   Thank You,
   Abraham 


范文二(应届生)

Dear Sir/Madam:

　　I was referred to you by Mr. Wang, a Partner with your Beijing office, who informed me that the Shanghai office of your company is actively seeking to hire quality individuals for your Auditor Program.

　　I have more than two years of accounting experience, including interning as an Auditor last year with the Beijing office of CCCC. I will be receiving my MBA this May from Peking University. I am confident that my combination of practical work experience and solid educational experience has prepared me for making an immediate contribution to your company.

　　I understand the level of professionalism and communication required for long-term success in the field. My background and professional approach to business will provide your office with a highly productive Auditor upon completion of your development program.

I will be in the Shanghai area the week of May 10. Please call me at 13XXXXXXXXX to arrange a convenient time when we may meet to further discuss my background in relation to your needs. I look forward to meeting you then.

Sincerely,

Micelle

范文三(研究生)

Dear Mr. Director,

　　I am currently working on Master Degree in International Commercial law at Tsinghua University. My supervisor Mr.Wang, a well-know professor of law, tells me that SFSC specializes in recommending qualified personnel to muti-national companies and suggests that I contact you for recommendation.

　　During the two years of studies at Tsinghua University, I have not only acquired a lot of knowledge of international commercial law, but also learned two foreign languages as well ,they are English and Japanese. Moreover, I have published two papers in the university journal on problems that may arise after China‘s entry to WTO. And they have been favorably accepted.

　　I am enclosing a resume, copies of my published papers, and Professor DA‘s letter of recommendation.

　　I sincerely hope you will introduce me to a famous multi-national company, to which I will dedicate myself.

Sincerely,

Jack
英语作文简历范文









