[您的姓名]
[郵遞區號，縣/市] | [地址] | [電話] | [電子郵件]
[日期]
[收件者姓名]
[標題]
[公司]
[地址]
[郵遞區號，縣/市]
[收件者]，您好：
一切就緒後，只要選取此提示文字，即可開始輸入您的句子取代提示文字。選取時請避免包含字元右側或左側的空格。
只需按一下 [常用] 索引標籤中的 [樣式] 群組，即可套用您在此信件中看到的任何文字格式設定。
還不知道要在求職信中加入什麼內容嗎？ 建議您加入一些重點，說明您適合成為該公司一份子的理由，而且是該特定工作職務的最佳人選。當然，別忘了提出面試要求，但請簡要敘述！ 無論您有多棒的想法，求職信都不該讀起來像本小說。
謝謝您。
[您的姓名]
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[Your Name]


 


[Address] | [City, ST ZIP Code] | [Telephone] | [Email]


 


[Date]


 


[Recipient Name]


 


[Title]


 


[Company]


 


[Address]


 


[City, ST ZIP Code]


 


Dear [Recipient]:


 


If you’re ready to write, just select this tip text and start typing to replace it with your own.


 


Don’t 


include space to the right or left of the characters in your selection.


 


Apply any text formatting you see in this letter with just a click from the Home tab, in the Styles 


group.


 


Wondering what to include in your cover letter? It’s a good idea to in


clude key points about why 


you’re a great fit for the company and the best choice for the specific job. Of course, don’t forget 


to ask for the interview


—


but keep it brief! A cover letter shouldn’t read like a novel, no matter 


how great a plot you’ve got.


 


S


incerely,


 


[Your Name]


 




[Your Name]   [Address] | [City, ST ZIP Code] | [Telephone] | [Email]   [Date]   [Recipient Name]   [Title]   [Company]   [Address]   [City, ST ZIP Code]   Dear [Recipient]:   If you’re ready to write, just select this tip text and start typing to replace it with your own.   Don’t  include space to the right or left of the characters in your selection.   Apply any text formatting you see in this letter with just a click from the Home tab, in the Styles  group.   Wondering what to include in your cover letter? It’s a good idea to in clude key points about why  you’re a great fit for the company and the best choice for the specific job. Of course, don’t forget  to ask for the interview — but keep it brief! A cover letter shouldn’t read like a novel, no matter  how great a plot you’ve got.   S incerely,   [Your Name]  

