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K18 have a good command/knowledge of...

S ) TR

Tk

1. I write to express my interest in...
WEERN T RILIR .. HIHR

2. In reply to your advertisement in..., I write the letter.
WEHIKXEMERAN T RINEE..... T .

3. I am writing to tell you that I am suitable for the job yare advertising.
HEERTIFERSGEHE) TSP RER.

4. I am writing the letter to ask the possibility of...
REXEMER2EM ] —FRER......

4

1. I learned from the newspaper that your company needed a part-time English secretary.
FMIRAR B BN 2 7] F 2 A AR EE i

2.1 have a good command of... &...... ERGRET .

3. In my spare time, I read a lot. FX7E RIS 285 152 15 o

4. Being good at playing with children, I can do my best to help the kids.
ARF RN Z T —kEhr, W R KHIZE b

5. In my opinion, volunteer work is great because it can help many people.
TN AEIEE M TAERER, BOVERTBAHIIRZ N

6. I think the job can not only help me improve my English, but also help me know more about the society.
TN R IX M TAEAMLREH FAR B K, T HL e Bh IR b kb 1 it

sERT)

1. I hope you will be kind enough to consider my application.
i BB RE B IR RN HIE -

2. I shall be much grateful if you will offer me an opportunity to an interview.
RGeS TR BE— NN, AR

3. Thank you for considering my application and I am looking forward to hearing from you.

RS RIS, WIS AREKE S,
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4. I hope you'll let me join your volunteer group.
A B e VRIS 0 5 S IR

5. I'm looking forward to your reply. Hif5 &R &,

BE PLHXZ BRI R SR

Dear )
(DI am writing the letter to ask the possibility of (LAEVHRLZEE) . / T write to express my interest
in (LAE. BRAZZE) ./ Inreply to your advertisement in (H77), 1 write the letter..
(2) My name is .One of my reasons for applying is that (JK—) The other
reason is that (JREI ) Besides, - UEE =D

(31 hope you will be kind enough to consider my application. Thank you for your consideration.
Best regards for your health and success.

Sincerely yours,

(B
Y

A5 B

@ONBET, BB 5

@REMH

O A SR B
27 - BE RGN

P, KENEBEISCEBEIEHE SRS RERTE
WA MIELET —HADT 40 F"HIHIE .

1. (2023 F KT GHEB I Fanire
SR,  WRYE LN E AR, SRS
T
LANIS B, KEFH %
2AEKYLITE, VAR )
3T AT W RSSO TR ARG
TOR: BRGTA RGBT WEA.

Dear Mr. Green,
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Yours,

Li Hua
(%] B 1
Dear Mr. Green,

I would like to be a volunteer in the library because I like communicating with others. I’'m 15 years old. I'm
studying at No.1 Middle School. I'm good at speaking English. I can also help to introduce English books to the
readers. I'm willing to clean the library. Thank you for your kindness and consideration.

Yours,
Li Hua
15 2
Dear Mr. Green,
I want to be a volunteer for the library. I'm a 15-year-old girl from No.l1 Middle School. I'm fond of talking
with others and I do well in speaking English. I can help to clean the library and introduce English books to the
readers. I believe I can do it. I'm looking forward to your reply.
Yours,
Li Hua
G=5 1 WESYLAi
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Sope —
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[FemiC]

(Dwould like to be EZE B Ay

(2)be good at fH K

(3)consideration % [&

(#)be fond of & 7%

(5)looking forward to £

[ 7R 7]

(DI would like to be a volunteer in the library because I like communicating with others. (JREPIR1E M A))
(2)I can help to clean the library and introduce English books to the readers. (Zfji%5 1% H:41)

2. (2023 BeVG v 22 PO 2247 MR AL R TIMND 2022 4E5 24 4 BRI Rah 2t r, REHEG K
G SR TEANMEREEWAR A& AR PE. 55 19 mlLig2s (the 19th Asian Games) #T 2023
9 H 23 HAENUNZE I BORIRZ TN, REBCOVARRIIZ 2K — A8 E . WIRYE THIER, WA
MI=ANT51H, HRIES —H S

reasons (JRA )
advantages (%)
plans (3% )

Z2%1d)J[.: be proud of, happy, be good at, communicate, help, experience, practise, training...
R
1. ATEFEE 251, JRA) I 2 R A%
2. IRAENL, EEES, PE TR
3. XEAFHIRIAEMASLEE (A R4 55D,
4. WH AST 7000 OF MRS, HAT AR
Dear Sir/Madam,

I’'m Wang Peng. I’'m writing to apply to be a volunteer for the 19th Asian Games.
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I’m looking forward to your reply.
Yours,
Wang Peng
[%2%] B
Dear Sir/Madam,

I’'m Wang Peng. I’'m writing to apply to be a volunteer for the 19th Asian Games.

I want to be a volunteer because I like to help people, and would like to do something I can for the 19th Asian
Games. [ have some advantages that would help me be a good volunteer. First, [ am a careful boy and I can do
everything quickly and correctly. Second, I treat everyone equally and I am very friendly, so I can get on well with
everyone. Third, I am good at English so I can communicate with most foreign athletes. If I become a volunteer, |
will work hard and do everything well.

I’m looking forward to your reply.

Yours,
Wang Peng
CHEmED [k tr]
© B RCR—HBEE
@ A WA IR
@ fr: BEEACSH, BAERMERAERFRREE BB S EEWERE, % ULA CT
B, IS, SRR EFEE .
[S1E2HR]
H—, RYEEREE. AR EN. "R5|HE SN HR N
Hb, BERERSENE. NEESOVEREENIERE, BORIE L CRTEE s AR B AR
‘/)%;
H=2, FEEE. REBPGERNER. "HmIEE.
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ExA=8GNN!
(1) be good at fE K

(2) get on well with 5..... FHAbRELE
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(1) I want to be a volunteer because I like to help people, and would like to do something I can for the 19th Asian
Games. (because 5| 5/ FLIRE N F))
(2) If I become a volunteer, I will work hard and do everything well. Gif 5| G & HRIE M A
3. (2023-BRPERE & BTN 5 H 18 HE 19 H, oE—h WIERERTEE 2447, Ak, 7%
WEITHHET 200 24 E8H, WEPWIESRITE. BASMRS TIE. BafkgzE, HRRE TFHIK
RRZRE - EEE, WU H CERMEEE L.
PEom: 1. B TR E SO S
2. AEFTGE YL b E
3. PERE AN, BT
4. FBUTZ, SRTEEHED;
5. BEIRIEB) R R RS
ToR: 1. ZERRNE, AR
2. IEAEN, BELES, BE T
3. AR HIRIEMRSEER (s, A4S,
4. 1A% AST 70 OFkEgH, EATASFEED.
Dear Sir or Madam,

I'm Li Hua from Xi’an. May I have the honor to work as a volunteer at China-Central Asia Summit?

Looking forward to your early reply.
Yours,

Li Hua
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Dear Sir or Madam,

I’m Li Hua from Xi’an. May I have the honor to work as a volunteer at China-Central Asia Summit?

I was born in Xi’an, so I know about Xi’an history and culture a lot. With the help of my English teacher, I am
good at speaking English. I am able to tell Chinese stories to foreign visitors in English. I’'m such an outgoing girl
that it’s easy for me to communicate with others. As a teenager, I am ready to try something new all the time.

As far as I’'m concerned, volunteer work is very meaningful. I promise to be an excellent volunteer if you
choose me.

Looking forward to your early reply.

Yours,
Li Hua
CEARHT] OB : AU —RBIEIEL
@WZs: Ay —IAERT s
®fR: BEELACAH, HENERANERRE RN MERERE N PES, &SI,
R GIFE R
[S51E00R] £—, RUEERE. RBZER )y E—rh Wik SR
Fok, BAREAREEAR. AWz ES M S8R HAksh e SR T2 S LA T A
A E R F RS
B=0, BEEE. RYRREEETHERERL FEEWIREXITHESE, Hofotd.
[ 5 £5387C 1 (D with the help of 7E...... IFE BT
(2)be good at doing 1§ K fif F- 5
(3)be able to do REM I
(@)be ready to do 5k T i5
[ =7>A)%] (DI’'m such an outgoing girl that it’s easy for me to communicate with others. (such...that...5] 545
FRIENED
(2)I promise to be an excellent volunteer if you choose me. (if 5|52 IR1E N A))

4. (2023- WAL GE BN A A S B S TR TSI SR, NAMER Y A R
G T THIE (BInBTaR. W&, JTES), Ll eegiscit. iR diR, RS a2t
RE B EEE, AP U PR RO SR B LR AR A4
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RS/
(1) Why would you like to be a volunteer?
(2) What do you think of traditional Chinese culture?
(3) What can you do as a volunteer?
(4) Something you’ve learned from volunteer experience.
AR WPARERENANESEE: W% 60- 80; 4 WA EHEL.
Dear Sir/Madam,

Learning that the student union is looking for volunteers, I’m writing to apply to become a volunteer.

I’m looking forward to your early reply!
Yours,
Li Xin
[%%] #I3C:
Dear Sir/Madam,

Learning that the student union is looking for volunteers, I’m writing to apply to become a volunteer.

I 'am Li Xin, a boy from Class 2, Grade 9. I have been a volunteer since I was a middle school student. I have
learned a lot from my volunteer work. For example, I know how to communicate well with others. The reason why
I want to be a volunteer of your program is that I love Chinese culture very much and I want to spread Chinese
culture. Besides, My English is very good, so I can communicate with them very easily. I think traditional Chinese
culture is important and useful. I am going to show the traditional handicraft, such as paper cutting, kites, lanterns
and so on to spread the traditional Chinese culture. If [ have the chance, I can make videos to tell international
students the history of kites and teach them to make kites. [’'m sure they will be very interested in it.

I’m looking forward to your reply!

Yours,
Li Xin
CHEmED [k tr]
O AR —EHEM

10
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WA WA IR,

GOfR: BEESACHH, EEAERIFES, WIELRMAT, JFRHESERM.

[S1EP K]

H—k, RUSHEEE. R ACEERN T HEEH M4 S EE;

BB, AMEREENE. NSRBI T EEGE AR E R LA — 2 EEEHE S EAMBARER;
W=k, BE4E. FEE KA.

[ Rl

(Dlook for Tk

(2)communicate with 5...... AL

(3)be interested in X ...... SO

[ 7 A7)

@The reason why I want to be a volunteer of your program is that I love Chinese culture very much and I want to
spread Chinese culture. (why 5| 5 J5 FPHR 5 W A)D

(@)If I have the chance, I can make videos to tell international students the history of kites and teach them to make
kites. Cif 5|3 HIZ&AFIRIE MDD

5. (2023 PU) 1 e - e T AR A S 6 p A8 AR AR T4 F R BAT I R R AR ia g &, BRI TR A
Hatlil, KaieEh TEHIFR 7 EREHZETE. RE LUy =24, RN —4K

BRERE . EERIRIE SR, MBS KisSHR MR AT Jordan 56425 —EH HF(E.
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Your basic information:
® Age: 15 vears old
® Languages: ......
® Personalities: ......

Want to volunteer Your (1): for application( H1i7):

. ®can......

zv

Your (2)
® Introduce Chengdu from two sides.
® [ntroduce at least one custom.

ERE:

1. ZRATH R B AE 5 R

2. SCRAREH IR S I SR AN 44
3% 100 A A

[%%] #I3C:
Dear Jordan,
I learn from the Internet that the World University Games will be held in the Chengdu where I live. I would
like to work as volunteer for it.
I’'m a boy of 15 years old from a middle school. My spoken English is good and I can communicate with
foreigners fluently. What’s more, I’'m so fond of sports that I am familiar with a lot of kinds of competition rules,

which can make me offer professional explanation. In addition, I am good at communication and always ready to

12
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PLERNBESCAE SRR TR S, AR EHN—EANE. METH
RFEIE4A S, EPH: https://d. book118. com/918071050031006134
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