전자 이력서 보내기  eq \o\ac(○,1)
Dear Ms. Garcia,
   Thank you in advance for your consideration and time for my E-mail. I’m writing to express my interest in your vacancy for news editors. I came across your want ads in the morning paper yesterday. 
   I have worked for a local newspaper for two years, since graduating

from Communication University in June 2016. I gained the editor-in-chief’s recognition for my work. Besides the required computer and writing skills, I also have every confidence in my communication skills. It is my sincere belief that I will be highly qualified for the position.

   Attached, please find my resume. I am always ready to send you any required material, if need be. I’m looking forward to your reply at your earliest convenience.

Best regards,

Harrison Lipton
전자 이력서 보내기  eq \o\ac(○,2)
Dear Mr. Lipton,

   I’m writing in response to your E-mail on Tuesday. Thanks for your interest in the vacant position. I’ve read your resume. Your academic background and former working experience seem to be preferable. I wonder if it’s convenient for you to send me your recommendation letter. I would like to learn more about you.

   To be frank with you, there are another two applicants for the job. One is a fresh college graduate, and the other an experienced news reporter. We will have you in for an interview later. The exact time and place have not been decided yet.

   I will list some basic information about our company in the attachment for

your reference. Should you have any question, please just let me know.

Yours sincerely,

Caroline Garcia
