大学生求职简历范文英文
Gentlemen,
IhavebeentoldbyMr.JohnL.Pak,CreditManager,TheBusinessBookPublishing,NewYork,withwhomIbelieveyouareacquainted,thatyouareexpectingtomakesomeadditionstoyouraccountingstaffinJune.Ishouldliketobeconsideredanapplicantforoneofthesepositions.
YoucanseefromthedatasheetthatisenclosedwiththisletterthatIhavehadfiveyearsofvariedexperienceinthebookbusiness.ThecompaniesforwhichIhaveworkedhavegivenmepermissiontoreferyoutothemforinformationaboutthequalityoftheworkIdidwhileintheiremploy.
Myworkwasinthecreditdepartmentandintheaccountingdepartmentinbothcompanies,withsomeexperiencealsoininventorycontrol.Inbothpositions,Ihavebeenassignedwiththedailyofficeadministration.ThecoursestakenatCentralCommercialandtheBronxCommunityCollegespecificallypreparemefordoingtheaccountingrequiredinyourdepartment.
Ihopethatyouwillgivemeaninterviewatsometimeconvenienttoyou.Ifthereisfurtherinformationthatyouwishinthemeantime,pleaseletmeknow.Icanalwaysbereachedattheaddressgivenatthebeginningofthisletter.
