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[0 O Dear Mr. Jones:[J [I | have recently learned from the Journal of Medical Science that you have openings for
cancer researchers. Please consider me as a candidate for these positions.[] [1 As you may see from my resume, |
have a B.S. degree in biology and have worked for two years in the field of cell growth and division. In the course of
my research, | have devel- oped a strong interest in the early detection of cancer cells and have published several
papers on the subject.C] [J | believe | can be of value to your institute. | am ready to provide you with any other
information you may need as well as excellent personal references.[] [J Thank you very much for your time and
consideration. O Sincerely yours,[J [0 Tim Baldwind O Applying for a position as an assistant secretary[]

[ Dear Sir:[J [ Having noticed the inclosed advertisement in the Business Review, | wish to apply for the position
referred to.[] OJ | have just graduated from Commercial College in which | majored in International Trading.
English has always been my favorite and best subject at school. My English scores were always in the top ten of my
class of fifty. I have learned to operate Telex and I can type either in English or in Chinese. Although I have no
other work experience than two years part-time job in an export company in summer, | am willing to work hard
and learn.[J [J 1d very much appreciate the chance to talk to you and to get your opinion on whether | am qualified
for the job you offer.
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