基本フォーマット80　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

①I came across your classified ad in the June issue of Mobile Monthly. It said you were looking for a well-qualified sales manager. ②I hope you will review my resume which I have attached. 

③My resume shows several years of experience in sales, a broad education including an academic degree, specialized training in sales and related subjects, and overseas living experience. I believe I am the person you are looking for. 

④I would be delighted to talk with you in person at any convenient time. I would appreciate it if you could arrange an interview date. 

Thank you for considering this application.  

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 I saw your classified ad placed in the June issue of Mobile Monthly. ★★★
② I have attached copies of both my English and Japanese resume for your review. ★★★★ 

③ I have ten years of experience in sales, a university degree, and specialized training in sales, in addition to overseas living experience. ★★★
④ Please let me have an opportunity for an interview at any convenient time. ★★★★
　　　　　　　　　『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
