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FOORER SR

Flat 1234, Fok Lok Mansion

300 Fok Lok Road —
Kowloon
3 May 20XX —(2)
Mr. David LEE
The Personnel Manager
ABC Company 3
GPO Box 1234
Hong Kong
Dear Mr. Lee, )
Application for the Post of Clerk )

I write in response to your advertisement in yesterday's Hong Kong —m
Morning Post inviting applications for the post of clerk in your accounts 6)
department. —

I have completed my secondary school education at Novel Secondary —m
School in May 2008 with six passes in the Hong Kong Certificate of
Education Examination. I have also completed a course in book-keeping
and acquired a certificate in Intermediate Book-keeping issued by the @)
London Chamber of Commerce. With interest in the field of commerce,
especially in accounting work, I would like to pursue my career in this
direction. —

I enclose a resume with details of my personal particulars. I should be ——
very grateful if you could grant me an interview so that I can explain my )

qualifications more fully. —1

Yours sincerely,

&)
Signature
(CHAN Siu-lin, Jane)

Encl.

10
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) 12
© FIFARFENBEA
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O RT3 3EA BV A1 22 ER
O MEEERE  ERERGBPEEEBREN
B TIFEE - WREABMERR
(7) AR
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"Yours sincerely' » %3 BI—#% &

"Yours faithfully'

O WEEMEREE

O FR TR EMA

10) B¢
O BEREN LEEXLEERIAR
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Resume

Name : CHAN Siu-lin Jane (fR4)5)
Address : Flat 1234, Fok Lok Mansion
300 Fok Lok Road, Kowloon (1))

Tel. No. : 2312 3456 / 9123 4567
Email Address : janechan@xxxxx.com.hk

School Attended —

2008-2009 : Marvel Commercial College (Business Course)
2003-2008 : Novel Secondary School (Form 1 to Form 5)

Educational Qualifications

2009 : Certificate in Intermediate Book-keeping
London Chamber of Commerce

2008 : Hong Kong Certificate of Education Examination

Chinese Language (D) Biology (C) @)
English Language Geography (D)

(Syllabus B) (E)

Mathematics (C) History  (C)

Working Experience

Jul-Aug 2008 : Hong Kong Co. Ltd. - Receptionist/Typist
Duties involved:
* handling telephone calls; 3) —
* typing invoices and letters; and
* distributing incoming and outgoing mail

m ** School basketball team captain

curricular * Hong Kong Red Cross cadet :| “)
Activities * Student union committee member

Other Skills : English typing speed 40 w.p.m. ——— (5)

MS Word, Excel, Powerpoint
Fluent Cantonese, English and Mandarin

Availability : Immediate

Reference  : Available upon request —— (6)
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M4 . R4 3E (CHAN Siu-lin, Jane)
ik UEERREEE 3005
BELIE1234F 1)
BELSENE - 2312 3456 / 9123 4567
FEERHIE : janechan@xxxxx.com.hk

2R
2008-2009 : /U EEERIZN (HEEBKHRE) —
2003-2008 . HHEHE (F—=HH)
2009 : B A RN ELES
2008 HAEHESE

FEIEE (D) £4) (C)
ERE (R122) () 132 (D) Q)
22 (0) &5 (C)
TIEER
2008 EABRAR-11F/ B8
7AZSH BisaE
- EIEATNHABE Q) —
- RBREREEITER
- DB B
HINEE - EREREHKE
E0t+Te FrEES ](@
ey
Hitite  mxHFEH 807 — (5)

MS Word, Excel, Powerpoint
BRMAER ~ REREER
FTHE AuEIET
HAA  HEEEREFEE ———(6)
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