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内容概要

　　《英文履历和英语面试技巧》通过如何阅读英文招聘法，怎样写英文求职信，英文简历以及求职
面试这四方面的讲解，并附以大量典型范例，使读者从中掌握标准的英语面试技巧。
《英文履历和英语面试技巧》内容全，形式新，具有较强的针对性及实用性，为您提供了一条顺利获
得理想工作的捷径。
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章节摘录

　　（1）Shall you need an experienced desk clerk for your hotel next summer？
贵酒店明年暑期是否需要一名有经验的柜台部职员？
　　（2）Because I 81TI very desirous of receiving actual experience in accounting during julyand August
，IwIitillg to inquire whether you will need the services of a youngmall with three years ofeducational training and
80llle part-time experience.Perhaps I could fill in for one of your office staff during the vacation period.　　因我
渴望在7月、8月间获得会计实务经验，特寄上求职信询问你们是否需雇用受过3年训练、有兼职经历的
年轻人？
在假期中我也许可以添补　　贵公司的空缺。
　　（3）Gentlemen：Attention of Personnel Manager I am looking for a position as assistant　shipping clerk. 
人事部经理：本人正在谋求一份助理船务职员的差事。
　　（4）Perhaps there is a position in your organization for all young，experienced and CON-　scientious
secretary stenographer.　请问贵公司是否需要一名年轻、有经验、负责任的女秘书兼速记员？
　　（5）1 want a joh.Not anyjob with any company，hut a particularjob with your company.Here are my
reasons.Your organization is more than just a business house.It is all institution in the minds ofthe local public.It
has a reputation for fair play and honesty with both employees and customers alike.　　For the past four years
，whde specialking in accounting at college，I have had asecret ambition to work for your　　organization in the
accounting department.I graduate in June.As 1 write this letter，I do not know that there is all opting at present
，but here are my q,alifications which prompt me to make application now.　　本人需要一份工作，但不是任
何公司的任何工作，而是贵公司的一个职位。
贵公司不只是商店而已，贵公司是大众知晓的机构，以公正、诚实 的美誉远近驰名。
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