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O O I know from different media and my friends that you are a company specialing in evening dresses for more
than ten years and has a good commercial reputation. Your advertissment in the BEIJING DAILY of December 12
stating that you are looking for "an executive secretary" has greatly aroused my interest.[] [J | am graduating from
Beihua University in June and | believe that the skills I attained and the knowledge I gained will enable me to be an
efficient secretary in your company. During my four years of study in the Executive Secretarial Science Program at
Beihua University, my goal was to become qualified to work as an efficient secretary.[] (1 1 am confident in dealing
with office routine because | can type at the rate of 70 words per minute, take dictation at 120 words per minute,
transcribe telephone message, and file. | speak and write English fluently, can make efficient travel and meeting
arrangements, and have smooth business communication skills which enable me to perform a variety of duties for a
busy executive.[1 [1 | have acquired a broad concept of the business world from those business administration
courses | studied. From my summer jobs, listed on the enclosed resume, | learned the importance of cooperating
with the other workers and of being dependable.[] (1 | have a keen interest in working with ABC Company, May |
have an appointment to discuss my qualifications as a secretary with your company[l You can reach me at
23765898 anytime after 9:00 p.m.
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