基本フォーマット81　知人の紹介による就職申込状
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: Appointments
Your opening for a sales manager was called to my attention by Ms. Carol Salon at Global Tech Ltd. ①I am sending you my resume on her recommendation. Five years as a sales manager of the Mobile Products Company in Tokyo have given me the experience to qualify for the position you advertised in Friday’s Times. 

②Attached please find my resume showing a university education and degree, fluency in English and Chinese, and specialized training in sales. I was in charge of sales for South East Asian countries. ③I have full confidence in my ability to handle your future projects in China.
④I would be more than happy if you could give me the opportunity for a personal interview. You can send e-mail to me at the following address. 

takashi_kondo@gloval.ne.jp
I look forward to hearing from you soon. 

Sincerely yours,

Takashi Kondo       

①★★★　②★★★★　③★★★　④★★★★★
〔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 It is on her recommendation that I am sending you my resume. ★★★
② Please find the attached resume revealing a university degree, fluency in English and Chinese, and specialized training in sales. ★★★★ 

③ I am confident of my ability to deal with your future projects in China. ★★★
④ May I have a personal interview? ★★★
　　　　　　　　　『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
