Dear Sir, 
I take the liberty to write you in the hope that you might need someone to fill in for you. I feel that I am qualified as an×× MACROBUTTON mb administrator . 
I am currently a student at college, I have over three months more to complete before I graduate. My major is××  MACROBUTTON mb business administration . 
I have excellent grades in all my subjects. A copy of my antecedents is enclosed for your reference. 
I am *23 years old and very honest and dependable. 
If you need someone with my qualifications, please let me know. 
Thank you very much for your kind attention. 
Sincerely yours, 

*



参考译文： 

敬启者： 

　　向阁下写信，希望填补贵公司适合的空缺，至感冒昧。我可担*行政人员工作。 

　　我现就读大学，尚有月余毕业，主修××行政管理。 

我所有课程，成绩均佳。兹附上资料一份，供阁下参阅。
　我现年23岁，诚实可靠，若阁下需要这种条件者，请惠函赐知。 

　　承蒙阁下惠赐厚意，至为感激。 

　　×××启 

注*者需根据个人情况改动

