６－１　求職

１　定型パターンの表現
求人募集への応募
◇I am writing in response to your advertisement in today’s XYZ Newspaper.

◇I am writing to enquire about possible vacancies in your company.

◇I am interested in the Coordinator position advertised on your Web site.
◇I would like to apply for the position of Marketing Assistant.
◇Please accept my application for the position of Sales Representative with your firm.
◇I would be grateful if you could send me an application form.
自己アピール
◇I have over 10 years’ experience in the field of marketing.
◇I have had a lot of experience in the clothing industry.
◇I believe that I am well qualified for this position.
◇I am confident that your company will benefit from my knowledge and skills.

◇The position is a perfect match for my qualifications and career goals.

履歴書の送付
◇I have attached my resume for your review.
◇I would be grateful if you would review my attached resume.

◇Please accept the attached resume as my application for the position of Senior Analyst.
面接の依頼
◇I would be pleased to have an interview with you.
◇I hope you will invite me for an interview.
◇I would appreciate the opportunity to meet with you to discuss my qualifications. 
◇I would welcome the opportunity for a personal interview.

２　求人広告へ応募のEメール
Dear Mr. Long,
I am writing to you in response to your recent website advertisement for your accountant position. As you can see from my attached resume, my experience and qualifications match this position's requirements. I would appreciate the opportunity to talk with you in person with regard to the advertised position. I will contact you next week with the hope of arranging an interview with you at your earliest convenience. 
Sincerely,
Arthur Scott
言い換え表現
１．In response to your recent website advertisement, I would like to apply for the 
position of accountant. 

２．I hope you will find that my experience and qualifications fit this position. 

３．I would appreciate it if you could arrange a meeting at your convenience. 

発展表現
１．I am writing to enquire if you have any vacancies in your company for sales 
manager. 

２．I feel that my abilities and experience make me the perfect candidate for this 
position. 

３．I would greatly appreciate your taking the time to review my credentials and experience. 

単語に注目
１．I am no match for Ted in mathematics.
２．We are trying to increase our production to match increasing demands. 

３．We will match any competitor's advertised price on any item.
