구인 문의  eq \o\ac(○,1)
Dear Mr. Williams,

   I’m writing to inquire about the vacant positions in the accounting department of your company. I’m a recent college graduate with a bachelor’s degree in accounting. It has long been my goal to establish a career in this field. I have every conf﻿idence in my combination of educational background and practical part-time work experience.

   I would appreciate it if you reply at your earliest convenience. You can contact me at 0912-345678, if need be. I will be ready to send you any material. Thank you in advance for your consideration and time.

   Attached, please find my resume.

Regards,

John Smith
구인 문의  eq \o\ac(○,2)
To whom it may concern,
   I’ve learned from the advertisement that you want recent college graduates for entry-level positions in the field of job recruitment. I’m writing to express my interest in these positions. To be exact, such a position should be an ideal situation for me.

   I’m a recent college graduate with a bachelor’s degree in marketing. My educational background as well as good qualities, such as punctuality, precision, and communication skills, will surely allow me to make an immediate contribution. You may rest assured that I will never let you down. 
   I’m looking forward to your prompt reply.
Yours sincerely,

Sarah Jones
