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Lesson 9 ERIERIER A EHRMRBEE
B2ABI#E Corporate Thank-You Letters
With an Unspecified Audience and Public
Thank-You Messages
O R EBEERWAFRRER
Publicly Posted Thank-You Letter to a
Community in a Local Newspaper ...
O RH2INE L EB AR RE R
Publicly Posted Thank-You Letter Thanking
Participants in an Event
O RHEP TENRARAR/HIXRH R

Mass/Form Private Thank-You Letter

Thanking Customers for Their Orders

Exercises

#SE(E Congratulation Letters

Lesson 10 #$&E{§ Congratulation Letters

@ *EFHE; Congratulations on a Promotion ... 90
O MBEEER Congratulations on a

Business EXpPansion . 91
O NEABBFLS

Congratulations on an Anniversary ............ .92
O EFZ Congratulations on an Opening ... 93
© HREIRIK Congratulations on Retiring ... 94
EX@ICISES --vvoooereviieeiiiiseee e 9

© COSMOS CULTURE LTD

X EREAZE E1E Customer Complaint and
Suggestion Letters

Lesson 11 FEF(E - BEBIERE

Complaint and Suggestion Letters ... 100
O TENTHE

A Complaint Letter About an Order ....ccccoooeen 102
O EREBEMEFE A Complaint Letter

About Damage s 103
© HIEMES(S A Suggestion Letter

About Organization e 104
EX@ICISES - cvvvvevveeceieeieiiieeeec e . 106

Lesson 12 FEF{E - BE(EOE
Responses to Complaint and Suggestion Letters .. 108

O TERFNEER

Response to a Complaint

About an Order s 110
O ©RIBEAIEE/S Response to a Complaint
About Damage s 111

© /HBFEZEAIEIES Response to a Suggestion
About Organization

EXEICISES oo 114

FRH#IE Apology Letters

Lesson 13 E{i#K{E Apology Letters

O AiEER|EBER Apology for Late Delivery .. 120
O &ETIBRILEGE Apology for Defective Goods - 121
O RIRFIERBUR

Apology for an Accounting Error
O AEFEEHE Apology for Making a Change - 123
O AELR BB

Apology for Offensive Behavior



Employment Application Letters

Lesson 14 KE#{E Employment Application

Letters / Cover Letters . eieeeeeseeneees 130
O kBEEE6 1
Employment Application Letter 1 e 134
O REi=%5 2
—
Employment Application Letter 2 .. 135
i L 17 {BER MEMOS --eevvvvereveveveecesssssssiirnensesnssesscsens . 164
© R =EH) 3 esson 17 {8 Memos
Employment Application Letter 3 ... 136 | @ BABRHESR
EXEICISES oo ese e see e e 138 Memo to Inform About Benefits v, 166
O SHEBNEX
Lesson 15 (S / BER
Memo to Announce Changes ... 167
Resumes and CVs ... 139 N
) © TR HNER
o P E22RAVRBE AT AHIRE A Resume From a Memo to Call for Participation 168
Recent Graduate . 145 .
EX@ICISES vvovoeiviiiieiieiiiee et .170
O &EFHHEATHIBE A Resume From an
Experienced Professional e 146 g% Appendix

© MERBEENBE A Resume From a

Hitii A E{ETELE
Professional Wanting to Change Careers . 147 | o o o Correspondence ... 17
O B LERNRER O AESEH Letter of INQUIrY oo 175
A CV From an Academic e 148
. O HESEHH (EPAIFEERE)
EX@ICISES -ooovvovovvvivivssnn o Letter of Quotation (Non-firm Offer) ... 176
© ETEEEH) Order Letter i 177
O EB{EE6] Resignation Letter e 178
H{thfEZ£{S K Other Business Letters © (=531 Reference Letter 179
Lesson 16 & F B4 Emails oo 154 | FFEETR Vocabulary ... 182
O THRENETEH
Email Sent to Colleagues - 158
O BRIBHONETEMH
Email to Confirm a Reservation ... 159
O RIEHENETFBH
Email to Offer Compensation .. 160
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Unit 1 BEEERIFMEETEEE Features and Types of Business Letters

AXEEERFIE

Lesson 1 Features of Business Letters

SR Key Words]

« informative [in formotiv]

A

N

r « practical [praktik!] . thi - highlight key
(a) HEflFcRAY A f (a) BEM answer ;glgk ahsad information
. II ’l ° N \‘ gu % - g
- professional | /. tunctional questions \ Eﬁrﬂ%“ HEER
*fi ! . / % g \ \
5531%%13 S ik EERE, \
' » LS (@) BREEA A : ‘

Writing Principles

i ) . - formal [ form!] * know the <« E{ERE
Quality 142 el reader Y
THREE |

1 1
! 1
H '
v 1
1

[l

1

1

e accurate [ zkjorot]
(a.) 15HERY

» be clear and direct
. = /EE**
Business Letter v ARARER

== - attend to liability
RIS BESREE

<

* helpful ['helpfal]
(a) BEHHY

1 What Is Business Writing? (tZEEERFE7)

EEE1E (business writing) EANBEBIZIBENSF - FHARESENEREBRES
BT -

o MM NIEBMF W ik (w B T F M (employee manual ) )
o RIRAMAIRIAE T 4TE) (4o ZE (proposal ) )

e 2R ELHM (ko FE M4 (annual report) )

o B IRAE R BB (WwFARIKE (invoice] )

FEZESEVAREGHRERIEER (purpose) @ MEHMNEF 2 /525 (clear and accurate) °
AERFERN—BEAEEEZNEESESER - "@%EEE. (business letter) °

2 What Is a Business Letter? ((1EEEEEE7)

BEBELE—BER (formal) BfE - AREBASR  MHFLREARE - —RATH
ZEFXHAAFEHARBER  ASFNHBRSEHRENR  BBHRULBREMAR
BE NEATNMET - HEBENBERS - B8  letters (E(Z) - emails (BT
) ~faxes (FHE) ~ memos (BXR fH=Hk) presentatlons (3% ) -~ reports (3R4E)
© CO8NIBS EGLTURE (Fp7 > )+ AItisEsits



XS EREBNERELITEA

Be Informative (ZE2&:EE) @ HEBRHXEELETEHEEN (information) - MMIE
SHENE - EEASHFERHEEZEY  BESIANABINERZSEZ0 MemZH
RIMBEHEEEES -

Be Functional (B¥#EEEa#ENE) ' HXSEETHLIERITERERS  HINERFE
T RAEHEF RBEMRS  —TERBRFEEN At SEARERHXZ(EH -
—EEVHREHEREENENRMTE -

Be Helpful (EEyitiEMEHSES) | MEALTTEREER  FALEFRESQWRREE
78 BRNRSKEEEE (skim) SEER% - HZEPRKERMMAT) S HENASHER -
At BHEEZEIRAEBE—EF -8 BEVLASHER  BaFEH/)MERE (header) M
EEIEE fFaRsimaR (bullet points or numbers) HI/EE » SIEBEHKIIEEZEH -

Use Professional Tone (#A%E%ER) ' BEEZEARNBAGH - EHEMESEELL
FXEHRAZESTE B EAXBAELAIEEE (slang) -

HAMXEESERBEALENRTE AMENEE (formality ) FHRE R +151% (context ) »
BEYAE - AlaNSamthir (status) MEMWEER - HEESEEN  HFENRFNT
BRIRTDIBAIER © [tHh - hFZEMHRAVBHRRR (familiarity) ~ FHhe ~ 4RIFHE
- ERBEHAERSARABNE R - ARGz (distant) ~ Q% °

| UOSSaT

e i i D e 1

BRIBHENERESERABMNERM  AIATHERASER  EIRAEXAE Mk
SHIEPAIAIERBRIFIET JEE (lively) I5EA) - B4h - IRREEEEKREEREFEHE
BEEHRFRFERBBWME (efficiency) @ FB#EBOZE(E (colloquial ) » EBRFHE
BHH @ RME#ERBZENERNHAT

THAHRKRIEYEEIFEN « IETCAENT

FEER vs IEXAEE
Informal FEIEZC Formal IEZ
* Hi, John, #& - #é » Dear Mr. Smith: &y L FEH 4 -
* ltwas greatto... * It was a pleasure to . ..
e AR AR AeH AR RE
« I’d like to talk to you about . .. | am writing in regards to . . .
RADIRARE - SR AN A
«Canyou tellme...? * Please could you inform me . .. ?
T IAIR AR IR e g 9 REEH L LS L ?
 Thanks for . .. #tt--- * | very much appreciate . .. #&IF % &g
 I’m sorry to tell you that . .. * | regret to inform you that . ..
AR IR T ERAR e (R R LRSI

* Bye! &4 ! * Yours sincerely, st -



Unit 2 BEEEBIEFREBIERRLIT Principles and Tips for Writing Business Letters

XS ERERBEKI

Lesson 3 Structure and Format of Business Letters

ﬁ
— A Key Words

O reference number

- letterhead [leto hed] (n.) {S58 ['reforons ‘namba]

@ sender’s address Z# A it © recipient’s ;;:%IEE
" address Ui Attt/
P date [det] (n) B i
opening
[‘opaniy]
(n.) FASE
4
O greeting /
salutation
[ gritm] /

[ seljo’tefon]

Business Letter ) P{EEE, 8

Structure
ESERE

closing
[‘klozm]
(n.) #&E

bOdy ["badi]
(n.) IE3Z

’
’

| 4
O subject ['sabdsikt] .
n)fEEESE |

\l
@ body of letter
fEHEX

-

¥ @ closing line /
complimentary close
=

© signature ['signotfo]
(n) #& (FE)
@ name [nem] (n.) %%

+- @ title [tar] (n) BB,/ B

‘->:
1

iaiaiaiaiaiaiaieii e

® enclosure / attachment
[mn'kloze-] / [o'teetfmant]
(n.) BfHfe

i ® copy to EIA:EAA

© COSMOS CULTURE LTD




— o c c

0 EXEEE(SHEE Basic Business Letter Structure =)
N

- ]

James Brothers Publishing §

- : 0 675 Walter Street =

{28 Heading New York, NY 10002 5

US.A. 5

a1

5958 Openi Ei
MR VUpening ® September 15, 2023 ¥
15

Mary Wang
Waiyu Education Group

©< 12F, No. 42, Sec. 2, Jinshan S. Rd,
Da’'an Dist, Taipei City 10603
Taiwan (R.O.C)

-
D
wn
n
o
=
w

O Ref. 091222
© Dear Ms. Wang:

O Re: Catalog request IEX Body

Thank you for your letter requesting the latest edition of our catalog.
Please find one enclosed with this letter.

UL % R e . o e

© We have also recently launched an online order platform. You can
now buy from us online at www.jamesbrothers.com/shop.

If you would like to receive samples of any of our books, please let us

know.
© Yours sincerely,
© David James
® ® David James, Director
@ Enc. (1)

® cc: Chris Chen

COSMOS CULTURE LTD .



9 BE(EHEF Basic Letter Parts

o
Quality Cosmetics, Inc.
302 Beauty Lane, Suite 5
San Bruno, CA 94066
(650) 656-7000
act@cos.com

1 blank line

October 12, 2023 © _—

CERTIFIED MAIL ®

PERSONAL ©® \
1 blank line |

Permissions Department

Harbinger Publishing

309 Ditmas Ave

Brooklyn, NY 11218-4901 ©
1 blankline |

Attention Mr. Donald Williams @

1 blankline

Re: Your letter dated October 9, 2023 @

1 blank line

Dear Permissions Department: © —)
1 blank line

Subject: lllustration: Girl Applying Lipstick € N

1 blank line

May | use one of your illustrations in my in-house report titled “Third Quarter Growth
in the Cosmetics Industry”? The illustration is called “Girl Applying Lipstick.” @

1 blank line )
Thanks for your time and attention. Please contact me at your earliest convenience
at (415) 748-9852.

1 blank line

Regards, @
AHBER TRABER , BRNBE WS |7 eklne
A B REMEANS R ZMAEY | Trine Sefarova O

FRSfE R R ITESE - HERERAD T HEATE 1 blankline
FEE - TSR AETE o Irina Safarova ®
Analyst, Quality Cosmetics @

S RAGESE 280" Format (X EERIREN) 4 1 blank line |
AEA o 1S/jd &

1 blank line
Enc: catalog @
1 blankline
cc: Flora Lopez @
1 blankline J
PS.®

© COSMOS CULTURE LTD



BEXEREHLHESR -

7 © SENDER’S ADDRESS % AfEtt &
= ZNR(EM LENESEE (letterhead ) ' FIAEEBIT LELEH - ESHEMEATNEHERL - ENEATRIEHEEE

Bt - BEESER  RIFMERASKEFEENARERER EEEKLEARERE -
—_—

© DATE B
- ZXXBEEL  B—H—F ({5140 October 12, 2023)
\ . mReBE#EE: B 8A—& (6l 12 October 2023)

© SPECIAL MAILING NOTATIONS B& AT © RECIPIENT’S ADDRESS Wi A R itk
/ * CERTIFIED MAIL 5= 14 ERAREIMT

» SPECIAL DELIVERY FRBSE;% name of person addressed

c
2.
o
]
"
&
&
B
fE
=
i
B
5
I
—
D
o
(@]
=
(%)

- AIR MAIL fiZe{st+ WM%*%
— = title of person addressed
© ON-ARRIVAL NOTATIONS AuBfE ¢+ iEsaaEaE W A B T

* PERSONAL #LA St * name of organization ‘AR E{&H

i * CONFIDENTIAL #2321+ « street number and name SEREEAT & E
= STRICTLY CONFIDENTIAL #mim=s {4 T~ M~ BREESR %

* country of destination e

© GREETING / SALUTATION Fif%zE /#8538 * =XBRLIE (FEEB—1T) 1=

" Dear Sf" O ATTENTION X (J5EMISEA) fé

* Dear Sir or Madam: MRWH AU FERIT (RE 5 B) - BAAM i

= Dear Ms. XXX:
* Dear [Full Name]:

BE—1T © L4+ Attention FYHIRIEESH LY
Wi ANAETR]

@ REFERENCE {S142£305
WS ENRT - LUERRSR - fliiERe
KIS BRECHRRBERES -

\ * To Whom It May Concern:
* Ladies and Gentlemen:

/" © SUBJECT =+ E 5 { BODY OF LETTER fE#HEX %

-

(@ CLOSING LINE #E%E

(first paragraph) (%£—£)

(® NAME (typed) % (11F) %

(@ SIGNATURE (handwritten) EFE&% x

(O IDENTIFICATION INITIALS
of the writer and typist #5757

EREANIFERRR—EARGER - SEEMR
BYEHER - REANERESRARKAERNR © 1

FENURESR/NEENE BT -
- 1S/jd « IS;jd
(385 AZ Irina Safarova ' FTF%& 2 Joe Davis )

@ TITLE BB &8

@ ENCLOSURE/ATTACHMENT B
(% R#E% : Enc. = Encl.)

@ COPY TO EIA:1HH (RIS FEIHEEN)
* cC /&5 carbon copy
« BA{E pc » #5 for photocopy

\—

© COSMOS CULTURE LTD

@ POSTSCRIPT [f:E
BEEEERAHEH -




A - N

1 Structure (fAREEZ(ERIHEE)

BRARHBENEREEE  ERNEBTERRR M —HRILREIE ? RREEEE
AT BFBAEETAMARENAE (HEFBEERREHRN &
Lesson 16 BB ) « AT - BEERLFFBRAMABERAEE - BEAKBHERAL
B PEE—ERE SRETERE  —SHEFN -

LUT s N A EREEITR  STTREETERFIIIAT

Letterhead / Sender’s Address ({53 /&#Atlt) @ ARBESEHENEEENEA
BIENTEE4R LImAS X FIEH - AABEATRTE « it REEERE (FRETHER) -
NREAARBEEE » BWETEEEFE (manually) A S AR -

Quality , Inc. {EEE Letterhead

July 9, 2023

Permissions Department
Harbinger Publishing
309 Ditmas Ave.
Brooklyn, NY 11218-4901

Dear Permissions Editor:

SIEANEIHEFHABLEEE 0 RAMBENSEREGE  RERHARRME - P9k
BRI - #1EE  WHE - BIERESE (post code) HEIE & MithiIAVEITEFNENEE -
Date (BEHH) @ HEZSENARTEEBENE (time-sensitive) * RV
ERVBER - IEEHEAR - REERBEERN (401 05/12/22) @ LIGRSIREEE - HIRERE
HWEBRHPNARATER  FIUEBBASEBH R R  FLEEREEY -

EAER BZR A B BEFER EREEMRERER ERIBFAZE B
BF, BEARBAUE-A-ALNIEFERREE BERHEEBRAANEEM-

BESUEIER 0 TEERART @D E=5/BoxBEH
=X (B/B/%E) 3/15/2023 March 15, 2023
#XX (H/B/%F) 15/3/2023 15 March 2023

®wE/B/H 2023/3/15 2023 March 15

Receiver’s Address (Ut Attt ) : #% » B2 U AR ~ ABAHE ~ PIRESRIE - &
B4 WhE S BREFFERZR o RR S A —& - W AU E—1TE &SR
1E9R o

Il Reference Number (235 - JEiv7E) @ SENREER—HENFEHHFWAES - 7
(EEPARYV—ETINIEBE G BEEEEET - BEINREXHEE (filing) LIXE
HEETFTHEEARR - DERIBELE L TReference | = "Ref. | B 555 - LB
AEHET - [EERE—HEEREN2EIER - LT RMESERIVES

* Ref. No. 126587 * Reference number AB698
ISMOSCULHIREEEB



Unit 8 XKEH{S Employment Application Letters

R/ Bk
Lesson 1 5 Resumes and CVs

mizest 8 Hun

EH#E=F Key Words

D —
- contact details Mg - ;- readable [ridobt) (2) S0 o
- objective [ab'dsekt] (n) BIE | L ;‘:’)E;‘;;;;g‘; [tu 8o pornt] S
- work history/experience D >l réverse-g‘hronological o
I;IE%%,:_% ) =z i ! i i [rr'vss krano'ladzik!] (a.) fEIFIAY ]
e uc.:a. IOI’T [ ed3v'kefon] (n.) B Bl Content A% | | . customized [kstom aizd] FE
- qualification [ kwalofokefon] ! DT ) b /
(n) B ; B ; T : "
- license ['laisns] (n.) $188 : *
« skill ['skil] (n.) F8E ' Resume
- autobiography : b %=
[ otobaragrofi] (n.) B1& .________. (KBS ) RS
e Need to Emphasize. ..
M Purpose B CV (E4iiH) %aﬁﬂp .....

BRER

---+ research position AT -+ thesis [0isis] (n) MUz (B (E) ~ #Htmx (E))
+ academic/teaching - dissertation [ diso-'tefon] (n.) B IsRX
position 2],/ $E2Eg1 (Bt (E) ~BEEHmX (E))
--+ research grant + publication [ pablrkefon] (n.) HAR{ESR
WMRICERE) /4ER) i-« journal article / conference paper (n.) 5l i@

1
1
1
1
1
1
1
1
1
1
1
1
>

1 What Is a Resume/CV? (f5/Z (resume) FIfEFEZ (CV) 2fTE 7 )

FBEER . IR XRESVE "resume M1 TCV, WTE - MERREERBHSET » BH
RsRIZEsAMER (used interchangeably ) - {BERIRZKER @ E M B A% A LU RMERFIE
BRI ©

MAME > resume BRAKEIER "HE,  RREABFELSEME  BEBR—H -
—MRAEGHEIBEME » AR ARKBER Y BFIIT/EBER (opening) @ JIEBBESIIBE TIFLR
(work history/experience) ~ 782 (skill) ~ 2 (education) FHHEIE R - & /FEREEE
EFRHMIRREE - VTRERKBENSSRASEER AECETHFEHAER  EMEFIERE -

CV &h1 T B curriculum vitae MRS » REA TEELE | - BIEMEY resume ()
BR BRREMTE - £ERXAZET OV EAKRIEEHBSEEMW (academic) B2
(teaching ) BEfI @ LINMHIZTACE B, 488 (research grant) BFETERIERE M » KL
FOSCHITUREAEN: =R ) METEREBAL (212 HiTIAREES ) <5 -

139



Resume M1 CVIFEEZEZRI AT B TEK - KRB EHAN B RBEH resume BIETT L
BEEE CVINBIERE, -

X CV (curriculum vitae ; &1 resume
: YEEESE » FREIME ré Z
Resume (JREERE @ INB1F résumé) S5 A7E T academic CV | B4R )
L o _ | EEEENET RS SE aN
ey IBATEINE  EEER LUF ézzifigigiﬁgﬁggg
| BUSERRME RSB - o2 S
: B -
5 i o E B RS LE e | R BE - HBEE - BEBIWHE
 BEBGFRECRMEE « B §;<§%%Zﬁ%§T$£Z
2E DR E bR VB SR AEs
B L,{&,\.@ﬂ.l{’ﬁ%?% MRRNEN dissertation ) * KE - BEERAFAHX
- (certification) % - ) o
: (article / paper) &) -
A BASRBEE  REREABR AELYHERES  BRERBRL
RE EERARBETFECEXER 2&@mx | JIERRER (NRBERTEARE
e BEERIIR AL  BERERICEBIAE | BERF) HELR (REH2AE
ik HIBS IR ) o
BiIE 1Z2EAE BEER - AAE 3 ERLE

(2F R - Internship and Career Center, UC Davis; Purdue OWL; The Balance )

* 2 EF 0 thesis BIEE LT X  dissertation F5E LT ; mNEIERIME R » thesis E8E 1w
dissertation 8RR °

2 Information in a Resume (fSEEZEHTERR 7 )
BERREER > M—ExAEN HItRFEF HEEHBER (job opening) HEIRIE

Al BEHENS—REF—&K BrubEdEaaER

 BEMBER ZE (readable) -

TRERBRNEERE RN Y IRV SKENE RN > WEEAREEAERM  E—
Y RIERE -

—RRER  BEEESLUTEM

Contact Details
(EFHmEssR A=)

fREORA L B BT B L -

Objective (KEEIZ)

A FELUEREM = - KN EECNENEER
- 1% (career goals) ' EEE T BRIMNEE DA LIAAT
RlEMERE . "RBES BREEMC BE€F
 BIRESIERENER  c HERSHANITEERRE
- (changing careers) BIAZRER » EHBE BRI TSR

E-

El Work Historv/Fxnerience = . . « — —.._.,

© COSMOS'CULTURE LTD




Examples

0 i 8 SE R B IZ R B A RORSEE A Resume From a Recent Graduate

David Chang
143 Rockland Street, Brooklyn, NY 11223

Tel: 212-590-2695 @: david.chang@fastmail.com

o
Objective 0
S
A top-scoring computer science graduate looking for an entry-level position in an exciting i
tech start-up'. Eager to put into practice skills gained as an undergraduate” and summer ol
intern’ at a high-profile” software development company.
i3]
Education P
- Z
State University of New York, Albany 2018-2022 &
BSc Computer Science FE
GPA 4.0 ®
Related Coursework
» Computer Architecture & Assembly « Programming’ Languages and
Language Translation
« Web development « Usability Engineering
« Software Engineering |, |l » Data Structures
« Analysis® of Algorithms’ « File Structures and Database® Systems

Core Skills

Programming: HTML/CSS, JavaScript, Python, SQL, C++, C#

Database Development: MySQL, Distributed Data Warehouses, Storage Capacity
Management, SSRS, ETL, Relational Data, Data Models

Work Experience

Phase 3 Software Inc., New York Jun.—Aug. 2021

Software Development Intern

« Gained practical experience using Key Terms i1 55

computer science knowledge in a

professional setting start-up ['start op] (n.) #TEIAF]
« Improved coding” abilities by being undergraduate [ ando'gredzuvot] (n.) BE4
introduced to new tools and intern ['m tsn] (n) &4

programming languages high-profile [*har'profail] (2.) fZMEE

programming [ progremm] (n.) F2X &%
analysis [o'nalosis] (n.) 247
algorithm [zlgo ridom] (n.) JEEX

« Created documentation for and
tested new software applications

« Collaborated " with senior leaders
to investigate and fix a wide range

of technical issues database ['deto bes] (n.) BE¥IE
« Researched current technology coding [kodm] (n.) ##% ; RN
trends to help with product collaborate [ko'lbo ret] (v.) &1

© COSMOS CULTURE LTD




e EXxEEATHIFEE A Resume From an Experienced Professional

Jacob Green
70 School Lane, London, E90 3XR
Tel: 020 7946 0422 | Email: jacob.green23@supermail.com

WORK EXPERIENCE

2019 to present Sales Manager
Lion Games
London
« Lead a sales team of five to reach ' sales targets
* Hire and train sales team members to a high standard
« Analyze sales data in order to develop strategies’
« Identify new markets and market shifts’
« Increased sales by 20% in the 2020-2021 financial year”

2017 to 2019 Sales Representative
Gadget World
Manchester
« Generated’ sales leads®
« Negotiated’ contracts with potential clients
« Provided monthly sales reports
« Gave sales presentations to a number of clients

2016 to 2017 Sales Intern
Gadget World
Manchester
« Assisted the manager and senior staff with administrative® duties
« Was offered sales representative job after completion of
internship due to excellent performance

EDUCATION
2016 to 2017 BSc’ Business Management
University of Leeds
SKILLS Soft skills: Leadership, communication, problem solving,

teamwork '’

Languages: English (Native), French (Fluent), Japanese
(Intermediate)

Computer: Salesforce CRM, Microsoft Office, SQL language

Key Terms BiLFEREE

1 reach [ritf] (v.) ;&% ; B35 6 sales lead [selz lid] (n.) $HEEEH
2 strategy ['streetodsi] (n.) 5KH§ 7 negotiate [nr'gofi et] (v.) #F8
3 shift [ift] (n./v.) 855 ; @ 2 administrative [od'mmo stretrv] (a.) FTEIAY

4 financial year [farnznfal jir] (n.) B3t EE 9 BSc (n.) #2224 (Bachelor of Sciencefy#= )

© COSHMOS EULTURE LTD



Rodney Tsao is applying for a position at a university. Here is an excerpt from
his cover letter. Use the information to complete the academic CV below.

| am currently an assistant professor of history at the National Nanman University
in Taipei, Taiwan, and have previously worked as a postdoctoral research associate
at the Wenting Academic Institute, also in Taiwan. | completed by PhD in 2018 in
the Department of History at Goshborough University with a doctoral dissertation
entitled, “The Steamworks of Mr. Darson: A Preliminary Investigation of Early
Victorian Labour Management, 1840-1853,” for which | was awarded the Lester
Reeves Foundation Doctoral Fellowship in my final year.

My current research focuses on the intersection between Victorian fashions and
technological ideas in the nineteenth century. | have also recently begun a project
centred on fashion in the colonial discourse and presented a paper at the 2022

L Meeting for Victorian Nostalgia Studies in Lostradale, Alberta, last December. )

Rodney Tsao

Assistant Professor
Department of History, National Nanman University
No. 78, Sec. 3, Leien Rd,, Pilei District, Taipei City 55555, Taiwan ROC

rodneytsao@nnmu.edu.tw

EDUCATION

2012-2018 PhD, Goshborough University
Departments of History
Dissertation: ”

2008-2011 MA, University of Lidonia

Department of History & Literature

Thesis: "Ruffpunk: Elizabethan Revivalists in 19th
Century Britain”

2002-2007 BA, University of Lidonia




WORK EXPERIENCE

2021-Present Assistant Professor

Department of History
“Taiwan ROC
- Teach undergraduate history courses and create lesson plans.

- Conduct research on historical topics and present findings
at academic conferences.

- Advise and instruct students in their academic pursuits.

2019-2021 .
Research Center for Victorian Reception Studies
Wenting Academic Institute, Taiwan ROC
- Assisted senior researchers in conducting research.
- Collected and analyzed data and presented findings to the

research team.

COURSES TAUGHT

Spring 2022 Special Topics to Victorian Pretentiousness, National
Nanman University

Spring 2022 History of Science and Technology, National Nanman
University

Fall 2021 Clothing and Culture in 18th Century England, National
Nanman University

Fall 2021 Fashion and Modernity in Victorian England, National

Nanman University

SCHOLARSHIPS & AWARDS

2017-2018
2016 Lansat Library Travel Grant

CONFERENCES & PRESENTATIONS

- Tsao, R. (2022, Dec. 15). What Richard Francis Burton wore when he was
wandering through Central Africa [Paper presentation].

, Lostradale, AB.

- Tsao, R. (2021, Nov. 29). Forged love letters that should never have been
found or read [Paper presentation]. 2020 Annual Conference of the
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