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{EANR{RB—%5 [BREKEIBTF(E ( attention-grabbing cover
letter ) , ABEIBERA—HET .

B TRENIMREBR WIS LE— attention grabbing cover
letter , FIANAB—HXHFNBEFEEAIZEE—FT M.

EHEZR, BARFEEATIE—R:

Please treat cover letter just as you treat your CV, and believe it

would make your chances.

IBEARGEABH—FNEWRRBEEES, AEBREEEEY
LAES BN HRENTURR DR ISR,

RAREEXHMEESET, (RAEETFEFE. B, &R
HOERMANBEEERE Just in case AR LHIZRA, AR
HERAARMSBEIFNBEE.
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Dear Sir/Madam,

My name is Justin Lee. | am applying for the job of senior

accountant of your company.

| graduated from XYZ university with a finance and accounting
master degree and have a strong accounting knowledge

background as well as a 12 year related experience. The key >

strengths that | possess for success in this position include the
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following:

-CPA certified

-Excellent accounts receivable and contract management
-Strive for continued excellence

-Strong communication skills

-Eager to learn new things

In my previous job, | managed the accounting of a medium-
sized financial consulting firm and | always exceed the

expectations by increasing the cash flow.

| believe that my experience and education will make me a

competitive candidate for this position.

Please see more details in my resume and | appreciate your

consideration.

S/ RYF:

FZ Justin Lee , ANIEHIZRATNERAITIT—HR. Feiedl
T XYZ KZ, FRE T ST TR . BAMEZW
MRRFE, MEXREE 12 FHEXNITIFRYN.
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Dear Sir/Madam,

My name is Justin lee, | am writing to apply....

RELRMHAKEETEAT. Bk JUSTIN FARERETX
D IT{E, EEB¥ET— The key strengths | possess include

, IXERMANLEAERTER 71 FIZaXEl, EAXEEEE
L&, EESHE itis a waste of time to read it again !

m—{ HR AIREERERFE/ LTI UNIBEE. BEIRTZ
RSB XKBIE .

BRILZAL, Justin B BEFEXNTXRATIRBTARSIZLL,
B NI R G TR TR E BRIRHRFRERRXE Cover
letter. So Why are you choosing us ? {R{TAIEFEFAIE?
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| managed the accounting of a medium-sized financial

consulting firm- so what is medium sized company?

(RRAIP RS AT R AMIR?

Exceed the expectations by increasing the cash flow.

Increase by how much? How did you make it happen?

BRI T SOULTH? REEADEIR?

XL METTERERE BRI E BT, MIXEIERIAREES)
B9, tBRIRMZEBIAYARFE. Okay , iRE LEMNTEEA, K
M3 ustinfIBFEM 7 —2A2K, B ZR2XEHR:

Dear Susan,

As a CPA certified veteran accountant with a strong accounting
background and 12 year professional accounting experience, |
am writing to express my strong interest in the [senior

accountant position] .

The more | learned about ABC company, | realized you have
launched another plant in China and | am confident that my
experience and skill set would be a great match for this

position.

In my previous position, | managed the accounting of a
medium-sized financial consulting firm with over 30 million

USD in revenue, and | exceeded the expectations by increasing
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the cash flow by 4 million USD. | achieved that by changing our
accounts receivable policy and negotiating better contracts.
There is more depth of my related experience in the resume,

which | appreciate you looking over.

| am certain my experience will make me a great fit for this
position as well as a great asset to your company. Please give
me a call to schedule an interview at your convenience. |

appreciate your consideration and hope to meet you soon.

Sincerely
Justin Lee

{R4F Susan:

{EA—RFFE CPAILLDE, ABEFEVMSIRESR 12 F%

WAHRWHIIR RS, BEWRATR [B5ait] —RIEE
Ry, MERERNNTHE ABC 2F], HENMBELARESRTE
FEBRE—FH . HBIFEEEEIIAARINERNESR
LB IX NER AR AT,

EL—TiFh, HAF—FEWIAIL 3000 HEEAIFENS
FSrEN=TSS, BEEENEIKFRIBERIAN FEETHY
BEF, FEFTHARKBIERIBIN T 400 5L, WREA
BT REZ X TIXOENER, WRRSEKAIER.

CEEHRARINMIX AN RMAFFELE, FRFBEERESMA
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FEIRZVENIETIE], SHEEH RS SIRAYEL

Justin lee

Ok, X BFEHREFNER T —HEOHNBEFERIRAZE
FRMBLERMY?

Be personal and avoid boring opening

BEEBENAE, FLUFRESSHERNR, RRES TR
PapZil=

EAIiEmtBiE, A<EH{#HMA Dear Sir /madam, to whom
might concern IXFPEAIILIH careless AIFRIF, RNRAFIEXS T
&=, FA Linkedin i, WMREELRKG, FE—TELR
8, ANieafE, FRIFE—EEER,

B S HRAmRE—FFE FARY as a veteran accountant of....
Veteran 2ZEER, ol LIBMARIIERNZEN, tBbE
ZWFEN, ZFRNERE. 78R, BIEA—2FE 254
QRIS E B -XFREUIRRYZRIALLES my name is XXX,| am
applying for BEE4E527.

Why is that company-Say something really special about the

company
ST AIERX R AT -AOE—EA—FRIZRA
BAZREIE, X—RIFEEER. NMHAS—HEFESE AR

RERETR—ENE? B9 Justin [EEHMINE, FEATTUEE
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ZIEXNER. EEPHK—EHRBEIEENER, AR
Since Your company started in 1959 XSS N AKMRUBISE,
RRAOESE—LEA—FNER. IBIARBSRERNERO.
Evamimp43E 2R Launch a new plant in China .

Why you-support your qualification with quantified details ?

REINHLEERR - ICERENRIEAT STIFRAIE.

B _HBEFETH:

a medium-sized financial consulting firm with over 30 million
USD in revenue, and | exceeded the expectations by increasing

the cash flow by 4 million USD. | achieved that by......

B VERABEERRE T EChRER, BRENARER
1%, FEETEMUENATIISIE, W EREARERRE—
MIRIEESSRIA. BN, REAESREEFEEmR:

| kept a sales record for 3 years in a row

HEE=F5SHE—R

BN EFREA—RE, So, What kind of record is yours?
3 millon, 30 million or 30,0007

Act passionately and Express appreciation
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{iassk

Please give me a call to schedule an interview at your

convenience

Ha:

hope to meet you soon

FZRXEE, ERIAH TFENXD T ERIMERTES.

Most importantly, this is showing people that you really care!

Circle [SEHsEREZ(
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