英语介绍信格式怎么写
Gentlemen,
ihavebeentoldbymr.johnl.pak,creditmanager,thebusinessbookpublishing,newyork,withwhomibelieveyouareacquainted,thatyouareexpectingtomakesomeadditionstoyouraccountingstaffinjune.ishouldliketobeconsideredanapplicantforoneofthesepositions.
youcanseefromthedatasheetthatisenclosedwiththisletterthatihavehadfiveyearsofvariedexperienceinthebookbusiness.thecompaniesforwhichihaveworkedhavegivenmepermissiontoreferyoutothemforinformationaboutthequalityoftheworkididwhileintheiremploy.
myworkwasinthecreditdepartmentandintheaccountingdepartmentinbothcompanies,withsomeexperiencealsoininventorycontrol.inbothpositions,ihavebeenassignedwiththedailyofficeadministration.thecoursestakenatcentralcommercialandthebronxcommunitycollegespecificallypreparemefordoingtheaccountingrequiredinyourdepartment.
ihopethatyouwillgivemeaninterviewatsometimeconvenienttoyou.ifthereisfurtherinformationthatyouwishinthemeantime,pleaseletmeknow.icanalwaysbereachedattheaddressgivenatthebeginningofthisletter.
verytrulyyours,
