MASSHIRE

CAREER CENTERS

AR EHESE C —Kk(E

Getting Started - Career Planning

KIS R AR AR AR EHYIER S 48, B E R R 2
ARERI(E - NRyE X B SRR Z IRE K
15/ E TR G A E T2 A RE S 1 21 I 5K R, 4]
AR FH KRB (E 28 5 [ = Bl B VR Y R PR Ve P2 K T
EhEaEEEEHIE?

AR IR BRI 2 18 VAT - 15
(BRI R AT B IR T RS R OREE S,
A B A8 T — LS [FEE R A -

5 [FEELER

BT B ., IREK IS (S A AE R B 1T B A E HR A
FERAY N 25, T e SR VR RE S0 Ry e ML S8 - TREE
Ry HRER IRy TR 4R 5 58 = R RIR(E, Iﬁﬁ
KEG(EEEEZHERE - B KA LR —
AOKRIR(E & ST R e EANLMELL - T*%K%
E—EHE 2R R T -

BEREEHC

AR ORI (S R (E R EH(E - HEEEE
B R ERL A E & R SRR, —E I
B N F) TR RHRE R » b £ iR
R PGS B 2 P Al sE A (R A SN A
EAS R TR AR 2 AR (Al
AR N AT DUEREI A - EHEELE
4a—LLIREABUBYTITIT B HA BRI T -
KIS AR E R A F] -

I |
Form 1986 Rev. 8-18 Chinese

BT —{E IERERYENSR

feesm R e L TR (F 1, HAVER R S i
R TEETEE%LWTE{*#E%FE‘éé?i‘El’JJr{fF%

- PHFFERVESIRLIME(E - EREHFAE—
CE 2 MR GG NS0 ‘IVE§7E$ I, P2
BUREHE M - RUIRAAIREEE SR IH TAERY DK,
1 H— 7 BAETE m oI fa sz L i
RETLZIRIIERE H 3 SRR AL -

> SRR B S A (T B - EfE e
S F A MR S TR RS ~ (RLARTAY
TAERIRSE A T (A - S R
RN T A BRI R A 5, 2 6 L B Bk oy
BRI -

- FHEMFEETEERIA - FHR E’JF#FS?ZA/A—JEPEI’J
FN B — R A (E LR ES - RIS
Z N FER ST EER S E — N 5 NER TR
In—{EAERE A 5, i Ak i AR D) -

- Al—EER S | ARIFISE - APREEE, fTRERLE]
B TANE - HS—aEms (IR EE a8 R
L TEE R 5 ok (17 P i {2 A\ 258 e S ek (i P B
B e R -

- AFEEREER - KEk(E T L EEEE T B IR

HIRT ~ Stk R FBAESRTE « 3B BT As I, o
oAk AR R Rt -

www.mass.gov/eolwd



AR EHESHE C —Kk(E
| L .

S SIRMELRENRERAGEHE 0k > FPREEEES - RRERS TS
BETETL T (RTUS: - A0S AR TR 1 PRI KB SR A e -
PEREHIOES  MFRREEROL g
SR R LS R AR - S
HEH o A5G SR B (= R B R, KiglEHINBEed = BRI E 5 °

e o ST e TP AL BT L BIMDCSH
K - ERBER MR T A DI HMDCSHT ORI, Cob Search
B RBEERR—E = sl o (5 0ume)  EEERResume Sulde) i ALl
L P 1) B T LT S B SERGRRIAT RrTK

(ElEZNG
- B85~ 25 - FAIE - FREEIN KBS 2R )
EHESHE CHISRE A © Br TR AR
FA KI5 B R R H URAV(E 1 -

- (REBEOFHACKBREEIA - BREAEME
IREAEAY SR AIERAE A 5 -

Mr. John Watt
XYZ Electronics, Inc.
345 Circuit St.
Anytown, MA 12345

Dear Mr. Watt,

First Paragraph —State the reason for the letter, the specific position
or type of work for which you are applying and indicate from which
resource (placement center, news media, friend, etc.) you learned
about the opening.

Second Paragraph —Explain why you are interested in the position,
the company, etc., and what you can do for the employer. If you are a
recent graduate, explain how your academic background makes you a
qualified candidate. If you have had some practical work experience,
point out your specific achievements or unique qualifications.
Remember —do not copy information directly from your resume.

Third Paragraph— Refer the reader to the enclosed resume or
application which summarizes your qualifications and training.
(This can also be included at the end of the second paragraph.)

Final Paragraph—Indicate your desire for a personal interview and
your flexibility as to the time and place. Include your phone number and
offer any assistance to help obtain a speedy response. Close with a
statement or a question to encourage a response. For example, state
that you will call on a certain date to set up an interview.

Regards,
John Q .Public
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