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Q cakue (Letter)
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Luca Media International Ltd.
Wittelsbacherplatz 2
80333 Munich

Germany

@ Suf (Date)

Wadguiunsesaniegresiasaanang lagrdulivineainietdasannung
1 UI39R @Il UIUNLAYLLLEaNg e (British English) WAZWLLBLNINYW (American
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1T The Sales Manager (§4amAn1sl1891t), The Director of Human Resources
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The Director of Human Resources
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Teanegvedyiuanuiig 16A90 Dear ¥mtinGa iy Dear Mr. Jones, winanlainsiu
= o = = = yvo & v o &
Fageag ienaauling AldAausuae

Dear Sir, e lungne

Dear Sirs, LHaTEUNaLTEm

d’ = =S ¥V a
Dear Madam, BRI
Dear Sir or Madam, Walinsudiaunedautiaduinl vt edae

° o = a | v o v o af v o £ v
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NISIIIUDQKNIYENASOIU
(Writing a Cover Letter)

81919z aTATING SUALLINTILIABIYNGAS TauannNiaadATINLAe
LAAIAHANLIINABIN T T Ul sznaun sl usumiddla  Tuaanang
azlsgnaufasdeyaifsainunazananti@iifasnts ansuenindausdlddonany
finsedu difiwele Lmzuanfj"mqi_lizmﬁﬁ‘ﬁ’mu %ﬁ@gmﬁmﬁwmﬁﬂﬂu@mmmwmﬁu
azananuussfisnansouandeyaldfngafine lawaniuadara

Aaad1n Ty naulaazadiasanulufd unuaarIynIsuTnag Aala s
YseniafuainsauaIuaneil

REQUIRE
EXECUTIVE SEGRETARY

We are looking for qualified individual ess e following skills for the above
said position.

¢ Candidates must ha&M ter’s ree in business, economics, or finance.

Having minimum 5 years! e ience in relevant field from a well reputed organization.

*
& Being highly skilled i Microsoft Office, Power Point, internet, and Email
L 2

Having excellent communication skills

Interested candidates who fulfill the above mentioned criteria are requested submit their
application by 14" October 2014 at:

Trisha Travel Company
Human Resource Manager
15 King William Street,
London EC4N 7TW, United
Kingdom

WURRINNITRI LN EN
Daily Express News, Monday 6" October 2014: Page 12 (Taanu#)
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mmm?aﬁﬁmﬂ@mﬂmwmﬁﬂizmﬂi”mﬁmmumﬂixﬂ@umi@ﬂu@mwmﬂ
adA7u legutvaanilu 5 Tunau A9l

gun @) leNeguasainran (Sender's Address) viiafiatdmiunaunay
(Return Address) latllddie et twaslnsdwi wasunnd mind) wasdius Al

Melanie Jones
114 Laystall Street

LL.ondon
Tel: 020 3189 4660

Email: melanie@londonmail.com

v ]
-

Jun @ ldiuiifideannuny 3navasn@auunldnawuudange (British
English) WazLLUaLNINU (American /English) Ttlazaelduuuaings 1HaIa1nNa
AaNATLATUTEMeL Nlssinadange Al

7™ October 2014

Jun @’Lz@'%@ﬁ@gm@w?ﬁm (Inside Address) wazdayananiuaNAs 11n
= o v a | v Ao A v | | A oA |
doypraniisRafauazdayaresuTEnnseyldnuaslulawnldasllnssdanes
UBIFTUAAUNE Fatd

Human Resource Manager

Trisha Travel Company

15 King William Street

LL.ondon

United Kingdom
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Jun @ ldATuduanvany (Salutation) A9 Dear vntinde lunsdif
Tulawanivadasaulailaudsdeyanailiiisnsameld  Dildaunieanuuny gy

Fau Jann1sHenineInsyAna

Dear Human Resource Manager,

e Yo X o Ay \ = ' v a 1% e
M?’aLiﬂmﬂT’m’mumuwiuL’ﬂW’lzL'ﬂﬁZ'&N iR Lﬁ‘ﬂuV]quZ\JNQQULﬂﬂQTﬂQ N7a

TUNATRL LT

To Whom It May Concern, ®

o

ANBENINS AU

Opening LIAALLATINN NaN | would like to apply for an
executive secretary position that
was advertised in Daily Express
News, Monday 6" October 2014.

Action sryAnaNTRUeeaNAs According to the advertisement,
NRganula NI UENATINY | your position requires

FuaunaNadvinlaugnaa candidates with five years of

INEENTUALML ST experience, excellent
communication skills, computer
literacy, and a Master Degree
in business, economics, or

finance. The position seems
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[ 24 1 =
asAlsznay ARLANNNITLULIY

to fit well with my education,

experience, and career interests.

Closing NNIUARNIEUT B | would like the opportunity to

22l NANTOUN meet you to discuss this
opportunity and my
qualifications soon. Thank you

for your consideration.

Jun @ ldAna9vine (Complimentary Close) Waz@SuH (Signature) apvang

Tild Arasina il uni1anis maxae comma Lo

h 4
Yours faithfully, Truly, yours,
Sincerely yours, truly,
Yours sincerely, Sincerely,

Sincerely yours,

Moloni

Melanie Jones

= s v ] =
sluuuMITlauAAnnsadATINY arNnsaldlavatagliuy Wy N
WUUUA®BN (Full Block Style) NNI@auLULNNLA®N (Semi-Block Style) Wazn17ley
wuutienida (Indented Style) (axnsnAnegluuuNs@auldainniArwan)

finagneaananaaiinseuialldagldslununinidounun Ful Block Style
Ma18AING addsznauyndautedaanane Tiun Reguesiadaru duil de
flaguosniem Aduduannune leniaanune Aasine wazasuin aganald
eFunszansnidudnofiauaglmidunuaifaeiuaaun AauALTTIALINALLTIR

v ] 1 v ar dy
anng LLSJSJHW?‘E]@‘MH’] ANAR)
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A20¢1) AaRUIgalAsIU

Melanie Jones

114 Laystall Street
London

Tel: 020 3189 4660

Email: melanie@londonmail.com
7" October 2014

Human Resource Manager
Trisha Travel Company

15 King William Street
London

United Kingdom

Dear Human Resource Manager,

| would like to apply for' an executiv,

Daily Express News, Monday 6" Octo

NA

ret sition that was advertised® in
]

According to® the adveggne , YO osition requires* candidates with five years

of experience, excellent ¢ nicat

skills, computer literacy®, and a Master’s

Degree in business, eco finance. The position seems to fit® well with my

education, experience, an er interests. | graduated with a master’s degree in

economics and got employed’ as an executive secretary for Charles Finance Company

for six years. | am looking for a company that provides me a more challenging®

environment and allows me to learn new things in order to achieve® my objective.

| would like the opportunity to meet you to discuss this opportunity and my

qualifications'® soon. Thank you for your consideration.

Sincerely yours,

Molonie

Melanie Jones
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wandl Taud

114 auulagdanea
ApuUADY

Insdnyl: 020 3189 4660

dwa: melanie@londonmail.com
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~ ESSENTIAL ~ Vocabulary and Phrases

apply for (azlwa'vas) v. adaseu, vaadasilu

ALEIUNTluNsiRauRNmaigniansuIduineeNdAgyatineds
U
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~ ESSENTIAL + Vocabulary and Phrases

fit (Wn) v. wmunzay, aanasfag

L

wallguaulRnuendaudmsuanull
\_

NAIANNNANTUNDLUNTAUADURAD NNUTENARZUIRRINIWUNIU 2 AU
&
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How to start a cover letter

azisuAulsslaag I usunIs g uanuNIgaNASIUat1915A

v = v @ a o o oA A o § vyvy v/eg o
nslinmngninuargnasilugednAyetiganazsinigansnuiantseila
IAEANNZ R NEIRAWETNAUAANHNNE TINFIUIUNITTEUNAINTaNEFURLY L1y

(masvdiulunisidsu

(ﬁi”nmmmuﬁﬁmmmﬁﬂa
% | would like to apply for the position, of Brand. Manager, which was

advertised in Time Magazine. %@Mﬁq?ﬁ@ﬁuﬁﬁ?@ﬁmmiﬁmﬂizmﬂ)

dudszasrazadATulud Il wEan1se s 1 UA NN AR sUssnAly
dnussing

(ﬁTﬁLLWLiNﬁuﬁﬁmmmﬁma

% | am interested in applyingyfor your position of Chief Accountant, as
advertised in the Express Newspaper. (%Mﬁq%@ﬁuﬁm?@ﬁmﬂmiﬁmﬂizmﬂ)

duaulafacadaseuludwnd oimind ey T dsaldassnie il
nilsFoRuniondinss

(mwumuwmmmmmm) (T@MUQ@’BWNWM?@'LLMﬂ’&”]ﬂ/]@\?'ﬂj‘ ﬂqﬁ)

W Your advertisement for an Enwrgnmgntal Engineer in Qst Magazine
caught my eye, and as | appear to be a perfect match for this position

I am eagerly applying for the vacancy.

TayavesundssniasudAinsfwindauluinoasinasdznanidu
losanndwnisuiidgusudinseiududusdieds vinlddunssfeTasu
GHZENRINETE IR PR R








