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Dear Mr. /...

The director of /...
Corporate/ ...
Warm greetings. ..

1 have seen your advertisement and I think
I have the experience and skills required
to the job . (name of the job) which was
announced in the newspaper .. date...

As L. (Name) graduate of ... (College
name)

Major... Year ...

I would like to have the opportunity
to have a personal interview on this

position and 1 hope you can reply as

soon as possible n my email ... Or my
phone number ............... or my mobile
number ......cccceniinms

Sincerely yours

Signature

YV.OMATOA
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COMPANY NAME

ATTENTION MR/ ....iccinecneenins

After Greetings

I bave the honor to present to you my ap-
plication for a job..... With your ui'ga-
nization...

I hope that my CV will it with vour
needs  In the job vecancy available, as 1
think theough my experience tn the field
of .. For & petiod of _ from the vear..
To the vear_. In addition, mv studies before
my work and the spectalized courses that |
joined enables me 1o win this job and join
vour esteemed firm

I have the honor to inform you that [ have
been able to increase the percentage of
sales in the company..... which | ased 10
work in the past to the equivalent of 35%,
and this way first with the success of God
and then thaeks 10 my diligence in work
and tramming of the work team, which en-
abled us to rasse efficiency And to develop
their abilities and skalls through continu-
ous training, guidance and evaluation, in
addition 1o creating trust and mutual re-

spect between us and custoners.

I hope to have the apportunity to accept 2
personal interview with me soon.

And you have my sincere appreciation and
respect. .

The fale. . . ....cu Slgnature

CamsScanner = Wigd 4> guwall


https://v3.camscanner.com/user/download

©

i (553 B30 )

ey b a5

Olaglell oa p 1y Banae Sligs As
o= Lag by .....:.:.. Jlza s
o Dilpslly ShLglly Azl by 2
G § Oy by izl Lol
pSool S_ol fosly ol Wl

nrhlia s L 3b13l) o Sy o)y

®©

To:

The attention of Mr.
After Greetings

I have seen your announcement of a
vacant job at .. and I am honored to
apply for this position.

And I would like to inform you that
I have a certificate .......... from the
University... College.......... Specializa-
Hon... And have received many
courses and a lot of information about
the field. ... And | read the con-
ditions of the job and the skills and
experience required by the job and

have found in my personal those re-

(ol quirements, and Anally thank you and
....... ol Ol e I hope You agree to meet me.,
HE{ IS PR « The name @
oSN B . « Address / neighborhood..... Street...
iJgasmll L5l ol « Telephone number :
TTASPUNERA] sl » Fax Number :
plieVly paddl palle e o533 « Or mobile phone:
« Or emall:

And you have my sincere appreciation

and respect.Signature
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Phear Ma XXX

Prodessor XXX, a Lscuby membiee in the Flectrica!
Progsering and Computer 'Nunce depantment at
ML sugyested | comtact you, | bave been meeting
with Prodessoe XXX an a means of explonng the field
of Speech Systons Technology 22 a potential carves
Aplon

He thought you would be a great resource o help ine

patn dnsight dsto the field and locus my joby search

eficrrs. 1 realire your tune s very valusble so | would
be very prateful o yoa would be willing 1o ypeak with
e oty 1Y mtmaes ) at your cotornience. | would
vory much enfjoy 2 chane 1o 2k vou soqme uestion
[ hiave enckised my resnme tor your review. | thought
1 mipht be uetul an & way aof Inkeming you of m
educanonal tadkpoansd end expersence | ocan be
reached by ey contact details written by the end of
my sl ot af yom prefer Dwoold be happy to contact
yoar office within Ve worlang days to tallow up with
tha letter. Thank yoo in advance for your time and
etfixt ’

Sincerely

Your Name

—————a

XXX g
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Dear Ms. Harper:

Thank you for the invitation to par-
ticipate in a site visit at your Seat-
e headquarters. The opportunity
to visit, meet staff and learn more
about the opportunities at Javentus
is exciting: however, the dates pro-
vided for the site visit conflict with
my academic commitments. In con-
junction with my professors, 1 have
identified other dates in March that
I would be available to visit Javen.
tus. Would rescheduling be possi-
ble?

Please know that | am extremely
interested in the Developer position
and working at Javentus. [ hope
another suitable date for a site visit
might be able to be arranged. 1 look

forward to hearing from you but

will also be in contact by the end
of the week to see if rescheduling
might be possible.

Sincerely,

Your Name

Named@@mit.edu
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Dear Mr. xx:

It was a pleasure speaking with you
and Mr. xx yesterday, regarding job
opportunities at your company. |
am very interested in the waork you
are doing and am extremely im-
pressed with the advanced applica-
tions being used in your company.
As T mentioned during our con-
versation, my past two sumimer
positions were related to the de-
velopment and design of software
programs for industrial computer-
vision experiments. With my skills
and interest in software design, 1
believe I could be of value to Supa
Systems.

‘Thank you for your time. The inter-
view was very informative. Please
let me know if you need any more
information about my background.
1 look forward to hearing from you.
Sincerely,

Your Name

Your Contact Information

(phone, address, emailName@mit.
edu '

£17-555.5533
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Dear

First Paragraph: Express gratitude
for the internship or job offer, in.
cluding position title and depart-
ment. Indicate how much the po-
sition, team, projects or company
interests  yol.

Second Paragraph: In brief, share
any questions about the offer that
you would like to discuss with the
emplover over the phone if possible.
For example, you may need more
time to make a decision because
of upcoming interviews, site visits,
or other otfers to consider. Indicate
your need for more time, and the
date by which you would be com-
fortable making a decision.

‘Third Paragraph: Thank the em-

understand the recruiting process
is a very busy time for the employ-
er. Ask if it would be possible to
schedule a time to discuss the offer
further.

Sincerely/Thank you,

Student Namge
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Dear Mr. xxx,

I am writing to thank you for the of-
fer 1o join respective company as a
member of the research and devel-
opment staf, Unfortunately, 1 must
decline your ofler.

as 1 have accepted a position with
another company.

It was a difficult decision for me be-
cause | was excited and impressed
1o work with vou .

I appreciate you giving me the op-
portunity to meet with you and the
members of the research staff.
Again, thank you for your time.
Sincerely,

Your Name

Your Contact Information

(phone, address, email)

AN L] S
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