基本フォーマット78　英文履歴書
Takashi Kondo

2-3 Kido-cho, Shibuya-ku, Tokyo, Japan 155-1010

Phone: 81-3-3567-8900       Fax: 81-3-3567-8901

May 5, 2005

Mr. Santos Village

Personnel Manager

Global Mobile Ltd.

7 Green Lake, London

England GL192P

Dear Mr. Village:
Subject: Letter of Application
I have learned at the city convention center that Global Mobile Ltd. has an opening for a sales manager. If the position is still available, please consider me as a candidate. 

①Enclosed please find my resume for the position. You may reach me at 81-3-3567-8900. 

I look forward to hearing from you soon.
Sincerely yours,
Takashi Kondo
②RESUME
Name & Sex:              Takashi KONDO (Male)

Present Address:           2-3 Kido-cho, Shibuya-ku, Tokyo, Japan 155-1010
Telephone No.:            81-3-3567-8900
Home Address:            2-2-2 Kunikita-cho, Fukuoka-shi, Fukuoka Pref., Japan 814-1212

Date of Birth              April 7, 1974 (Age: 31)

Education:                April 1993 – March 1997  Osaka University of 

Foreign Studies, Osaka 
[B.A. degree in 
Business Communication] 

                         April 1990 – March 1993   Osaka Kouin Senior High School   
Work Experience:           April 1997 – Present       Mobile Products Company, Tokyo
                                                  Sales Assistant Manager 
Special Skills:             * Passed the First Grade Test in Practical English of STEP (the Society for Testing English Proficiency)

                         * TOEFL 603

                         * TOEIC 915

                         * English Typing: 80 words per minute

Hobbies:                  Baseball, Swimming, Tennis, Listening to music

References:                Available upon request 
①★★★　②★★★
〔入れ替え表現〕　相手の地位やその場の状況に応じて使い分けましょう。　
① Please find enclosed the resume for the position. ★★★
② Personal History、Curriculum Vitae ★★★
　　　　　　　　　『外資系の英文ビジネス文書フォーマット』（明日香出版社）より
