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Abstract

This paper, following a brief introduction to the practice and problems in the study of cor-
pus-based translation teaching, analyzes in detail the empirical study of Business English transla-
tion. It employs new corpus SketchEngine software and the WordSketch. It originates from a large
scale English corpus BLE. Based on 18-week classroom observation, the research aims to provide
guidance for parallel translation research. The research provides results or method reference for
the collocation of parallel corpus. It analyzes the main function of SketchEngine, such as Word list
function, Annotation function, the Function of Retrieval in Corpus Language. It builds a small-scale
business English-Chinese bilingual corpus as its research sources, including both English and Chi-
nese words. It explores, builds corpus-based student-centered teaching platform, the teachers
guided and initiated new teaching model, further explains how to use the software to develop
translation teaching research. It points out the language limitation, self-made corpus construction
and online platform to share. It includes some useful tasks for translation teachers and learners. It
employs a new type of Corpus Retrieval Procedure Sketch Engine to describe the lexical feature
function and collocation corpus. It aims to train and cultivate students’ ability of using translation
resources, and improve week classroom observation; it explores and introduces the main features
of sketch engine. It provides results or reference for business English vocabulary collocation.
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REFFAR T ETERHE B B ST AN 5, 0BT T R SR R S S AR S R
SEIGAH AN FRAA AT AR 18 A IR E M L, EMMFESRE PG IR RS A ER. 297
ERLER R T A SketchEngine ) EZ I 58, HIUNHERIIRE PRk ThRE FIFEREE S TR RN IR

M E X 43 B SCA IS . B AR IA B —AER ER R TR SketchEngine iR VL AF #E E # (WordSketch)
DIRe AV B EC B R EETANGO I R K ThRE, U KRBFGEE R EBLCAEIERIR, A& IEERIFH R
BT BB R ASCHE—D U A AR SR R EBER R, R EEES RRE. B8
EREESERNEL FERBHEESZESHHENAR . AHFTAREESITIEMIEEWELR. EHE
LR, HERHMBESEEALCEREREEMAST I MRESERETELNS%.
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1. 5|15

ST IR R AR AT FUAE [ B H 2332 BUSGTE . A BB USRI S A 2 R R O A 2 X LE AN 2y
Hr(#EAE), 2007) [1]; WA FOEIETER S RAECAE 73 RAVER B — B R B R T22°F,
2008) [2]; A BT Fuis FERLE T BOR & 1 206 himl i B AR ) 20 A Az LRI R RR . £370, 2005) [3].
KW TR B A 18 RO (AR 2 SRR R L, B il bRl A P O = i, X
T Qe G AR E AR R, AT BB ORI SR R BRSSP B T
M KA PEE AR . SRS R B R, AR BRI SR B R R & K E A B A 0 B
ESEITisv- LIS NI RS S C e A0 S Pt s CIE S €/ ok PN A T s e = WA RES LT
LU HE AR A R R

2. ERIESERFEAMR

LA, BT IR U AR E AN B AR T A RS TERIREN
BEHEEISRIRIT T T 1T N R 1 R R AN 4t DL K B 1 AT ORI D7 ik i) U S0 LA B 126 T R
PR R I R FE R ) SRS T L. Beeby et al. (2009) [4] U FH B BHEFATRIBE A A 1595, TEHRYE
AOURBEIS [A] A, AT R BAR DA T B BT o [ A 52 3 5N 5 15 e 2 Al BB 20 5 P 2 R 7
ARHEA B R AR SR, MRS T ETF B SR I ET B AT RAARBNL & Rl A
78 IR B AR 5 TR 2R i I o T S 1 S F U O A el SR (R, VFR &, 2015) [5].
Bernardini (1997) [612 BRI B #2 NfH 2 LLPAT TR RUEAS 2, DL GBI 00 2238 10 “ RR L “
ACRAR” BeFTe KIAE, BXRKER (2014) [7]2E T OIS RECTEREEAPATIERIE, 5 SRR hPGE
B i 58 = ARG Bl AT A2 A AE RR AL AR BRI E
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3. BEEEENE

ERERA “SCRB T, I EM. a2 outl. Skl BERAIERS 7 B LE
2007) [8]. Malmkjaer (2007) [91F1 IV s AN, “iERHE BRI IE & B, AReRRE
FRIBEREA” o bl R E RS HERETE, kA IR MBI RE TR AT A . R L
Bk, 25 i ik 2 IS0 PRI XOE N B R B R B A B R, S8 e TR ETE RS
TR ARSI, Mk B BB T I BRIER, AR SRR S T REDRIEIE R AREREST, i il
T G P AT A S — PR (P R, v A5 2016) [10]. i S RHEEERLE RIOT A8 Tkt L4k, 47
WAL /NRE R . 7 55 BRI RLEE — D7 o] LS TR 95 ARG RIS IE A4, = . DhRESEHT 7L,
F—J7iH, B ITERVE ] R TR B LSRR TE . SRR A BB S S R R, I
IR FAE R S5 JOB A T RS E R . B MR RE WS AR UL 25 T AR QR . SRS A)VE S DL RS
55 bR FEL B RS 25 W o IR AIME B 1 8 25 DB B B 0M e 2 B0 — (9 B0 K AW R e AR o K 7E RN BTt
MR BARIREN T3] DL ST E TR BT R R 20 A 5 TR S KRR . B T HE ks, A4
D ATUER B P 1] V1 3 A T 45 R 2802 KA I 3 1 ) 5 R 5% D)V S8 AR AR o 5 5 B PR Eh A
KRR S5 IE S HRRIE, BHIRIRIMIAN T vE, FEGIRHIRAIAL, M S RE IR ) #0855 e 45 Bk RE 1), HEoR
213 R U TV T S 55V R R R IR AU s el ad e & B BT B S TR TR R, SR B U 4y
BEH IR R, AT S 2> M B B R S5 SR B A B AR R L

4. FFENHIBRHZR

L4k, B E S S [ A ok B ), TGS S DEE RIS F AR 2, 7E
H CRJE M FI 72 & ANE S E I 225 A M saE sm, R T AMIFT SRR . 1R 2 541
HH LIRS, B R EARR R, E TR E R THUAR” RSl R SR 5504
A ROZ G R SRR, IR IR CBRTIAL” . WEERDERE, RIEFSRFEMHEE S,
BFRNE. BERNOBIEEN . FL5%8 T[] AEM. RER[12]5wh IHE X B BUE A1k i &
HISCIRET T 08, 6155 S %X WiEH[13], EE%# Cornelius C. Kubler [14]254)75 5 TH I RAL 3EAT
TR RALBHBELE 4B P REA G H IERE I B, (R MK IBAEAE,  FR 3R e PRl 6 55 25 X Fol
FYE . I TR 55 R R P I BRAGRAE ,  FRATTAT DU ARG BEAN SO D B3R 1 2, DL ST
KR SO 5N 3R & PRI EE 5 R B . AR SCEETIOESCAR, 155 o U L iy 2K L
ERHERSFATIERE, DA ANEZ R T %, TR B0 aiail . Ak 2 m Rk
UESE T 235 Z Wi H I 4518, (H A — S WA REAE FF A ZEAR A b S I HE R s B SCBEA R 1 I BRAL,
WA B B . )2 0 FOR A DOE I G S50 R 8 I, e iU AE . REGA £ .
AR EZ . ARRIAR L. A PR B A, P ER R R A A2 TS A 20, SRE A 1% S v AN
I R R BRI BN RS, R EC T BB R .

5. BETENENBIFEIRMR
5.1. WFRXR

ARG T R AL 40 B EARL R =22 A, AN B AR TAT IR 2 A (REEITE 20 ) 9k Fest
R RSN IR . fESTIRPETT R 7K — A R TR R B DO 2 SE B m . XS mAHT
TR A=A AT T AR A AWETUR A R IR DO R Ber 8 MR, Fe& LUERL
HOASBON AAR R, AR ST SN AR B A A BT JEE T
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5.2. Wisim)RR

7 95 BRI s T B PO AN B3] Z IR SQ AR, 7 B BRI A R A 041 5 1B
DIE, AT BB IT S AR I A 2 2% (10— BRI 51 76 55 8 72 20 B AT B S A SETEFR C 7 A (1%
VE, AT AT RE 1 RE 07 AR R . BAAOKE, BT L -

1) TR T I ) SR 5 P 1 b B A R 2 B RE AR LR R ?

2) R 2 AT R 1 TR R IR 2O A B S R R B K ?

53. fiRIR

SIS SR (8 P i 2 1 RN 1o 2 A e P A U S BT EAT I T, DU 7 55 A
FREAHRG ORAE T RS AN T BB FE AU . iZ B (L 1)K Likert BT EREDHT, M “5E
EAFFG =17 B “SEEefG =57 64, BRI R BEGE . A5 TS TSP

e BIH BrHE R 7 N

RN R BP0 ST RO R T R 3.8500 0.73554 40

S GEREMEL,  FOO R R (K 2k L) S 3.9750 0.69752 40
SEGEREM L, R R A A T ERERR KRN S 3.9250 0.82858 40
HEgrR it ERER RO A R AR R AR 4.0250 0.57679 40
EtgRE L, ERVERECA AR TR RE ISR AR 4.1250 0.72280 40
SAEGREML, SRR R PG TS BRI R 4.1500 0.83359 40
B H A B RL R 3.8250 0.78078 40

Figure 1. Students’ acceptability of corpus-based translation teaching model

E L ENESERFRANERZERE

FIFMEITERAT 60 2 AR 2RI AR BUE R R 2 AT R, PHAss R, RAI
Bt BRI B BRI REERNEWAE LT RS HE, FEAAE =400 HH=7,
Cronbach’s Alpha. = 0.776. Z:I1 T 1)\ & (3 /M) 1) 22244y AR A 00 1E 18 F(EMD) RS &5 BHIEIRFE . %
TRFRTE R L))\ T & A A PR AT A AP S Ak sz 3T, 75 T8 AT PREZEBEAT Al 05 5% o rEBI RSNl AT THE
P22 b 3k1% 1 525 73 L L.

5.4. HRFGE

SIS PR REE Y T A 78 R AR $2 52 I IETE R E 202 Sk, 22 IR ) — 3. HA Mg 24 b g — it
FEZHER A 20, R Gk IR A B R AE B AR AL . #UMi4E 5 A LU 2 75 45 R L A ) 2 L i
JEIE RN, WS FERE b A A L ZE R . L 1 1EREERSRFEAR AEAL 5 ] 52
TAERER BRI, AR R E R AGEIER B S, 5e% ., JUE H B A —ERE .

5.5. RIERESIER

CEATASYEE SRR A, B NESTEET . PR, N RCESR . BT 55 D5 EAE S AR E
A 7 45 DEIE S AR OB R, SR ZR R 1 2 P R U R by 7 vk o S BRAERMIER SR ) . ARERME. =i
EREREPE, ERERI: 5 SHIET & TR BRI, 2012 4FE 2017 4 2015 4F~2017
FEN A FRATTIIE L ZE P ik B 55 B S B A O 1) 3 DR HEAT EEAE AT E, M X e PR A AR P
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A HIRSE TR A, N S B REE . T RIEERRIE I R, FRATHEE R SRR R 2
NZ B 22 N (http://www.economist.com, China Daily business (H [E H # & 5515 B & £2)) F1 i ok & F)
(http://www.businessweek.com) =™ X3k o 1K L1 4 99 3l 1) 555 1) /2 L B o 45 1R SC &, — MR EH AR 2 R 0
WIS . KGRI 2 i 55 e iR T SEVE R R . iR I T e RS, SKE At
THGR BB RLE . &l 2 B,

WebBootCaT: Create corpus

Get seed words from Wikipedia

Corpus name [TTETRE

Language | English v
Creating BootCaT corpora is available only for those
language which we can at least tokenise. All such
languages are listed here.

Build word sketches ¥

This option only has effect if a pre-loaded sketch grammar
is available for the selected language.

nputEpe ® Seed words

URLs

Select "URLs" to download data from specified URLs rather
than use seed words for finding the URLs.

Seed words |volcanic eruption lava cone magma volcano
ash vent flow pyroclastic explosive
crater tephra caldera plume strombolian

Random tuples will be selected from the seed words to

query a search engine. Input 3 to 20 words or multiword
expressions. Use space as separator. Endlose multiword
expressions into quotes ().

Compile corpus when ¥

finished Automatically compile corpus when WebBootCaT
processing is finished.

Show advanced options

Figure 2. Creating a corpus

2. HERIERLEE

UEAh, FATTRE LA B AT RS 2017 E AR (RS JHB LR G B [15] AR 7 45 9EE 15 siE kL
FERIEE B FRATTATE R R BAR S IR (3L 362 W), EHCEBIR. #HFWE . BTN L7
SRBLT AN E S, DLEENERRECEIES, BRI E . BRI RIS S0 S iE s —
TR, AT AR RM . Bk, FRATGE SR SKE [y 115k ZE 2 1 Th e 0 R SR Ak
—AMTERISOA, SRJE ARSI 20 AN VAR O A i ) A AT 10 ASARTE . $04) SketchEngine %K
f) enTenTen13 & BNC P/MERIZEE “business letter” HIRITCEFE R 0T LS, DA R IR 5515 BB 1Y
ME . 1 SKE MERSCHREH (1 3 A AR FIER, AIX S8 k£ 20 AN E N sRBGER A7, SRIEF]
Fi TANGO M M%% EAMEGERL . R E _FRIH SKE MIEREE dh$E B3 SR FIARIE, SR 5 ZEoR 2242 Ak
i 55 78 45 ST R FE ELRE AR DG RIS ] 5 . T 1) 5% R Ak T R D 1 A

5.6. HARLER
PATLEFE BRI NS5 1M, R A R Bt 7 SRR N BT =N B
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EMERPT B BIEAESS SEP B AR IETE R B R A OR, R SR e S e I A 5% SE i
BB, ATERLEE PR B @ /NEGERLEE, MIEDH 20 715, JEDGERVRIDIGHERL S G —F . BATKER
J2E PR SCARBRIR A N ER B 2 R 3] A BR S MBI SR RE. e 1 Fos . AR U B 21 8,
WAEIEBI N 5 DR

1) FH Sk 00 P 255 0 1) 2 A R s -5 R AT 9K 1R 44 ) A 38 3] 45 P 25451 )

2) BAERIERN AT R R IR 55304, SRR ik W &7 A1 JE AT RS 5

3) MM Sketch BAF#ritkl, 5122 AR AANARAR AT AR R AL 115 5 45 4E 5

4) “EAME A SRR SRR

5) SFAERRASEFIER, IEH CERBIFRMIRIETEIEC . SCIRH K221 AR,
FEWARSE A ER R SCARZ G, B8 SCHAT TIANE IS AIRSE, JERCCy R . 535k, XD BT
TRARIFRTE, FEXABESCRE AT T B 2 TS SR S I LS B A DI REVPR I T, X
ANHLEE R G M5 DU LS B R R AT VRN, A 1 LA 12 v 10 m] S8 ORI AR B SC IRt s 8 LAk 1
VA T TERLZE B D0E “ AL T

Table 1. Corpus-based text type description
F 1 TERIE AR KB A

LR 100 Ji ¢

SOAREHE N BN, ORI, AT

SCRH R ANFFR IR, G A SO B — 3

B i1}

P 55555 Vs S BRSSO, S50, WITISCE bt
==e7 SRS SOA, AREERIR, AR, AREfEH

EE %

F FREINE FRENH WTO MHREM

Hh i 3 SEAESCARKRA H ], SES ORI AT

5.7. IBRIBFRE

T A VEREEE A VE 50 % TV B B A i A DO DGR TR, DRI R AR AR E B A s
[ — X T PR AR RN TS B ARE .

FHEAS 2 APRTE 2 BRI AN TR B AR I VA MIARE o M AT AR B H AR iL & iR
HIH SketchEngine HEATFURMGZ, 2 BRI HUBIIZE 7 8IPE, 0T LUA RO 5] 22 A2 R A 5 o
PR CHERAE 77 AR b2 A 3 Esh FadriE e, 4 HIIgR T2AERWE . g qE
71, kS A CE RIS S5E F R SRS R . SRR TR S S 7 PR 150~200 IR
ORI . BRI R R AR N E RS . B RS R HE
TARHEBIE T

5.8. #FEBNEI
FATBAIHI LRI SKE MRS A SRR, AR5 AT sh st UBOS R AL, e e R

o A PR A UEE, RIFEE A TE R s 2% H ARl 1 2 2R s MR FP R R I B R 51T
— PRI R S R AR DU R LA S AR, POt HEPE (S R SREOE . 4 LB
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EBE, SR

LN . BRI BUAR S & 5 A A5 T 55 X R SRR UE 13 AJil . RATAI A E R R AR ik
B SARIIA, FIH Sketch-Diff DhfE, MIERLZE Pk REN R DLZ L8R (K S RFARC I R 5147, AR5
AR Thesaurus DIfE, BCETII, bS], ILPENEE, BURS & SKE SRIUIEH 5] 5
ERHATAGNE A (A 2). LIS B BITTERR, 5820t SKE e, 5 =20 UM TE T 2 5E Rl

Table 2. First thirty used verb, adjectives and nouns for business letter

F 2. A BIAE. RIAFRIRE R =+

VB RB 3 NN
Thank (10, 36) Sincerely (6, 780) Dear (5, 20) Letter (53, 15)
Enclose (13, 61) Please (9, 29) Sorry (65, 285) Request (21, 90)
Appreciate (14, 72) Forward (16, 70)* Best (88, 107) Company (22, 47)
Hope (26, 62) Very (24, 40) Able (100, 168) Product (23, 75)
Receive (27, 77) Truly (54, 226) Next (103, 110) Customer (25, 103)
Send (33, 80) Unfortunately (66, 300) Additional (105, 301) Copy (28, 136)
Wish (34, 104) Cordially (67, 432) Sure (131, 190) Sale (29, 97)
Contact (45, 172) Faithfully (89, 486) Available (135, 213) Information (30, 89)
Understand (52, 131) Again (112, 96) Complete (137, 195)* Order (31, 59)*
Discuss (55, 180) However (130, 113) Grateful (139, 529) Memo (32, 191)

B SCHIR AN R SevE B SCRIHERfAR 8, IR B 22 M DG 28 = R i VYRR R AR A . O Sl A 1
1B E4CEE AR IR S B A AT T 0 S B R B X TR R A R I SCE AR AS R . AT SOARTT DU SEE KUK ) A
PR, Sketch A &t H Bh S 4G & 1A - 44 Tl A BCAS % . TEBCESLIORT, #k2EE O S BAE £ 101G
BE, REE S SO VA8 ) SRR, TR RIS I TR URIRJE R . B 1 v
25 YT R A R OR SR AR SR TGV T T AR P BRI A FE A AR LB . BRAGRE A B AR
BABAEA TR . RS B TIREE BWBR . A7 2 AL BUE I TR R BUE N 24K 45
SLE X SR T HIL TIX L RIA R, H MR RS AE RS HE A AT T X . BT R RS B 4y [
FAAEE IRPEIINE L, S AR I RIEI T EA BT AT g, A SR R AL I RR AL
POBRIE, MR ZEEIE — U IR A R . iR 20 “Mfk” #91%: Business experience A 24—
oy AR MRS A, WIEMIRE SR WA AR,

ZEBIUEIA A IR AR T RAF S T ZFNHAAZIG; EdEWHER, R—HE
TR A PR B BB AR RN IRIZBOE A 2 645 TR BE % 9 VRN THR AR AR 25 A IR 5%
W o PRt b 16T DA A A SRR NS B, BFEIRAHEES, R LS BRI FIRE /1. I RBSHE,
U SRR R 1) FR I O R, T FE AR T R AR g 25 B — AN TR L2 . YRR TR 8 B S o SR1F 22 A0
IR R Z R B, PG BR ST RIE R BB e S R IR 2 0 TR AE R, SR
2%, fRAT DARBIIRIIPERSAIRE ;. BB BT Z T/, HAESRDAETETHERFEE .
Bt EOREMHESE S, W S IR HE RO, B TE T (B RS R — A TS RINKRRINEE
AL 25K TR AR RN T AR AR A 2R A IR 5% s A FRBE 08 AR TR AR R AR S ARATI SR
RN, BRSBTS TAES; WRET IR RiE B, HAR XN ANETILE; N
WME AT LAE W, RAAREIRG 7RO 520, AR F LSRR
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DA b Z 25 PR 2 5 AR B SO H R SR M BRAG B 1, DR 22 2 DRI Ay B0 rh SR 23K 2 108 T a2 e Py W T
BRAY. o JAZH S5 R A] LARERE A= 1) ) oo B e s el v 3 | PRI 5 B 1 U R 1R RO
2) JFoRPGE A FATE, HRGRIGE RV ma) e E . FERE RN, AR e RNEMIEACH
B AR BT A SCAR Y, MR aRAE VIR T IR BB, 202 B EIDUE . 2R TE R
T RS2 R R £ SREER) R 2R SRS R 1 B S It R B Y BRI B B, BT A BRI

SPATE R T 20 T 48 — Lo BB Db 22 AR 25 5], AR RC . R SORI R S555 . Soh, &
FAEARLEE IR 7 55 BB AT AT, AN AT B 7~ 7 25 DA 0 ] RIE 5 KRR, 38 mT DA BT 93 B8 i Hh L A
AR 5515 5. . SketchEngine fiF 4k /) WordSketch, Thesaurus, % Collocation 25 If 1544 2 1] )
FZa s R ERE N EZ LR R, KT TR, HZ BTH) KWIC J7ik BB 2. Wide 3 Fir.

Table 3. Collocation and lexical bundles of business correspondence
% 3. BB ERBIFEANSEIECAER

Term Score Freq Reffreq
Officeclerk 757.31 26 6
Positionofofficeclerk 448.25 15 0
Xiamenevening 209.72 7 0
Xiameneveningnews 209.72 7 0
Wideknowledge 198.97 7 13
Officework 186.26 8 68
Personalinterview 177.73 7 43
Convenienttime 163.71 7 67
Eveningnews 148.95 7 97
Generalmanager 65.62 10 846
3generalmanager 60.63 2 0
Doublebachelor 30.82 1 0
Englisheditor 30.82 1 0
Clerkposition 30.82 1 0
Officeclerkposition 30.82 1 0
Earlyreply 30.33 1 4
Strongability 29.24 1 13
Broadunderstanding 253 1 52
Richexperience 23.58 1 73
Academicrecord 22.84 1 83
Businessexperience 19.6 1 136
Professionalexperience 13.45 1 307
Personalinformation 1.26 1 5561
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EBE, SR

1R 55 S5 2% 1A R P B S N AR A A 20 A S48 B, RHRDV A R VB BEAT UE 8 I 2 451 Eg AN
HAEXEE, IR LB R 3 AT AR S B RO R o JRATE VR bt SO L — g ] B ) Lk A R R
“CHREZGER SR o SRS R B 6 AR SCHEATXS BT . ATERLEEAGL R B SO B FR RATTRT
LA, R, ST %37, aTLZ& “booming, prosperous, good, flourishing” 25, {Hk
ZHCAE NS A “booming” —id], AL RHILERE, RIVEICHKEZ . 2ECHRRAMES
TEARATE, T HARRE 1A R R, R B E EE  S  AR HE T SOMBE R . Rt A AT A,
H AR TSRS GE R E WO R 5, AR ONEZ —, EEMECAEERAJT
TG B SCH A SR RR A R AT R B TR R EE G RIS & 20, RSPl 1 DUE RS2 3RE
B F I L ENEGE R B AR A, BT TURI,  SEDUE S A A RE S S BOGE S IR, H
F& AT BB FER BR AL BAR R IR HAE A, AT RS AN 58 42 1E R

FOMTORS TPk AN T BA R BRI AL B 202 SO MR A5 . DLRTIIAR R A 2256 Jy
fill, ATKIE SKE HIAHRDIRE BT 1 LU AR 202 s 3. B0 — A% T H AT AR S5 a2 e el
W BT T R BeEE S, RS, HBLT sell, buy AT provide BN . FRATIE emission 154 H
Frial, M Thesaurus H1#kikH! thank F1 appreciate, %[ gratitude ¥ =TI, FETiERE AR S
5G] 1 U0 1B FERE

Thank you for your timely support, we really appreciate your high quality service and we want to extend
our sincere gratitude to your company.

bz Ah, BATTHARHE 7 55 0B 1RV B — AN s, B 3R] 7E 75 45 95385 Fh = 8., 4 wrong, agreement
consideration damage 2, X iX$8iaJ 34T KWIC iEREHG 2, #5022 E (iR &R .

6. HERR

1) ERLHI TR 55 bR R R AL RAE, FRATTRT DU EN AL BNy B B2, DASEE S
R S5V I8 T 57 N R B FORAE R T T R R A (. BB AR NTE o £ 5 S SORBON S 1K 182
T ARG DA S SHB R IA R AL R SR ST S RGO XU

2) AT A AR DUE IR 286 th 5 B, 2 BB AE KRB 2 . RG22
NFRARIE 2 L A1) 7 i 6 B R o [FIREE A T 16 55 R FE RO 8 o IRAL DG B I T, 27 “ BRI BEAL ™
S TEE B VAN SRR T M, SRR s DUE I FIARE AR . B R 52 1 3GBEIREm, “BR
AEEL” , AR A RFIE RS AAT, SBOUEE)TEEEE . TREEd, KA RPOERERI
VAR

3) ik BARHITISC R . WAL DUE BB A 25 98 O AvE AN S B e T ORIV, A RE I 9 DU B3R A
BESIFIROR . B, ¥ SBEOOES) TSR 268, BampaEmRm . @ m e

4) EEXF CBRAG”, EBGRESREL CORRME” RIEE AR Rl R GE Pk S JE S ORBON S
BRI AVEGE ) LA R SIS RAL VR JFUOC R S RIS o X “BRAL” BOIRIBCR AR s &
HEARAEANER, G BRI M. ST, . LR EENTS, FEDGERAMEAE
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EBE, SR

MIs% 1:
Dear sirs,

I am writing to you in reference to your advertisement in Fujian daily of March 19 for an English editor responsible for
English pages.

I am enclosing my resume, and | would be greatly appreciated if you would seriously soncire my application since | be-
lieve that | am well qualified for the position. As you can see from my resume, | obtained double bachelor’s degrees in Chi-
nese and English from Fujian Teachers University. | have a strong ability to write Chinese and English. | think my education
and professional experience will enable me to offer helpful services for your newspaper. The enclosed resume will tell you
more about my personal information, including my references to whom you can refer as to my character and ability.

Should you entertain my application favorably, | would spare no trouble to acquit myself to your satisfaction. | look

forward to your early reply.
Sincerely yours.
Li Yu
Ecles: 1 my resume
2. My academic record

3. 2 recent photos

MisR 2:
Dear sirs.

Please allow me to apply for the position of office clerk which you advertised in Xiamen evening news of April 11.

I am 27 years of age and unmarried. After receiving my B.A from Xiamen University, | worked for three years as an of-
fice clerk at Light industrial Products company. For the last two years, | have been a secretary to the general manager of
Fujian Export Company Ltd. In uzhou. I am looking for a position of office clerk to increase my experience in business.

I have a wide knowledge of business and am thoroughly experienced in all types of office work. Coppies of testimonials
are enclosed, and if you are interested in my application, please give me an opportunity of a personal interview at your

convenient time.
Sincerely yours.

Qian Fang

Hans Xt

PR BT T 3
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