Chapter 1 求職英文 Job Seeking
Unit 1 求職信
建議標題：Job application for the post of Sales Director
	Dear Mr. Chang,

[bookmark: _GoBack]This letter is written in response to the job opening of Sales Director, which is advertised on your company website currently. I am quite interested in this position and regard myself as the ideal candidate. As requested, attached is my resume for your evaluation.

With the decade-long, solid working experience, mostly spent at the management level, in the high-tech industry, I’ve acquired a great deal of proven track records in both marketing and sales areas. To create and implement effectively feasible promotional programs is not strange to me at all. I am good at establishing, developing, and managing relevant connections and relationships with key suppliers, OEMs, clients, and brand owners to boost corporate revenues. This is an indispensable factor to consider when it comes to a sales leader’s performance.

I am aware that Smart Go plans to set up a factory in Shenzhen and expand the business in China. On top of my computer-engineering background, I also hold a joint EMBA degree granted by TCU and Singapore U. I believe my strong motivation to embrace the unknown challenges, agile mobility to tap into the emerging markets, nonstop attempt to elevate my work values, as well as professionalism about this sector, will all make me a competent senior executive for that vacancy.

I am ready to provide you with several significant reference letters if necessary. In the meantime, should you find me qualified, I’m pleased to meet you to discuss how my credibility could be an asset to your company. You may reach me at the cell phone number listed in my resume. I look forward to hearing from you at your earliest convenience. Once again, thank you for your consideration.

Sincerely,

Robert Chang (Chang, Li-Guan)






Unit 2 面試後表達謝意
建議標題：Appreciation toward your job interview
	Dear Ms. Wang,

I’m writing this letter to express my deep gratitude to you for taking the time to interview me yesterday afternoon. It was a great pleasure meeting you personally. Besides your explanation of the job description, your elaboration on this position’s KPI and answers to my questions are all highly appreciated.

After this face-to-face talk, I’m even more convinced of my aspiration and qualification in fulfilling this job. By virtue of my firm experiences, thorough observation, organizational analysis and innovative perspectives toward this retailing sector and regional market, I will definitely bring substantial contributions to Great Shopping Group in the future.

Looking forward to your further feedback. If you have any concerns and doubts, please don’t hesitate to let me know about it. Thank you very much.

Sincerely,

Emily Chiou (Chiou Yu Ling)






Unit 3 推薦前部屬
建議標題：Reference letter for Ms. Julie Wei
	To whom it may concern,

My name is Kerry Hsu and I’m the GM of Easy Buy Company, an online fashion retailer selling unique apparel and accessories, which are made by a group of local, talented designers. This letter is written not only to verify Ms. Julie Wei’s employment at Easy Buy Co. from August 2011 to July 2021, but also to emphasize that she was playing a productive role back then as the Marketing & Communications Manager.

Julie’s work performance was above par. Reporting directly to me, she was proved to be a great team player and an independent marcom expert. Being responsible for initiating, maintaining, enhancing, and managing our corporate reputation and brand awareness, Julie always went the extra mile and earned my full trust. Thanks to her savvy strategies, creative insights, and obvious endeavor, Easy Buy Co., a startup from scratch, was elected as one of the top 10 must-visit online fashion stores by Apple Daily News in 2020.

It was truly my pleasure to work with this lady. Hence, without any hesitation, I’d like to recommend Julie to you. In fact, I have confidence that she’ll become instrumental at your organization. Last but not least, if there is any additional information that you may require, please feel free to contact me. I’d love to give Julie my biggest support.

Sincerely,

Kerry Hsu
General Manager
Easy Buy Company





