Dear Sir,
In response to your advertisement in *the newspaper of  MACROBUTTON mb January 15 , I wish to apply for the position of (secretary, accountant, clerk, salesman, etc).
I am *twenty-five years old and a graduate of *　college. My experience in this line of work includes two years as an assistant accountant with the *A Company. The main reason for changing my employment is to gain more experience with a superior company like yours.
I am enclosing my resume together with my photo, and believe that they may be found satisfactory. With respect to salary, I shall expect *3,000 a month. I assure you that if appointed, I will do my best to give your satisfaction. 
Very truly yours,

*



参考译文： 

敬启者： 

　　贵公司××月××日，在××报刊登招聘职员（秘书、会计、职员、推销员等），现拟应征。 

　　我现年*25岁，毕业于*某大学，曾在*A公司担任助理会计员两年。另谋他职的主要原因，是希望从较大的公司如贵公司工作，能获得更多的工作经。
　　兹随函附履历表及照片一份，谅阁下满意。至于薪金一事，我希望月薪*三千元起，如获贵公司录用，本人可向贵公司保证，将尽力而为，令阁下满意。 

　　××启 

注*者需根据个人情况改动
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