基本フォーマット79　履歴書の添え状
From: Takashi Kondo

To: Santos Village 
Subject: Application
Dear Santos Village
①I have learned at the city convention center that Global Mobile Ltd. has an opening for a sales manager. ②If the position is still available, please consider me as a candidate. 

Please find the attached resume in soft copy for the position. The resume shows five years of sales experience, a university degree and advanced training in sales, in addition to overseas living experience. 

③I would be pleased to have the opportunity to talk with you in person. I can come to your office at your convenience. ④You may reach me at 81-3-3567-8900, or send e-mail to me. 
I look forward to meeting you.
Best Regards,
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 This is my application for the sales manager position advertised at the city convention center. ★★★
② I hope you will consider me as a candidate for the position. ★★★ 

③ I would be happy to come to your office to talk with you at your convenience. ★★★★
④ Please contact me at 81-3-3567-8900, or at the following e-mail address. ★★★
　　　　　　　　　『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
