Cover Letter (Bad Example)

1) Flat 12-C, Block 1

Hong Kong Mansion

345, Queen’s Road East

Hong Kong

28th April 2001

The Recruiter

Ciba-Cregg (H.K.) Ltd.

GPO BOX 308

Hong Kong

Dear Sir

2) Technical Support Officer (Medical Product Department)

I 3) want to apply for the position of Technical Support Officer in your company in response to the job 4) ad posted in the South China Morning Post of 23rd April, 2001.

I expect to be a graduate of the Hong Kong University of Science and Technology with a degree in Bachelor of Science in Biochemistry in June this year. My major interest is in micro-organisms and medical drugs. Additionally, the courses in Biochemical Laboratory and Immunochemistry I have taken 5) may be very suitable for the position. I believe my experience from the 6) project will definitely be an asset to your company.

My summer job experience as a tour escort with China Travel Services last year enabled me to see 7) the real workplace situation. I learned about the special economic zones in China and had the opportunity to meet different kinds of people.
8) Of the many companies I have applied to, yours seems to be the one that offers the best training environment and offers the best opportunity for me to advance myself in my career. This explains why I am applying for the position. In five years’ time, 9) I would expect myself to be a Marketing Manager in your company.

I will make myself available for an interview. You can either phone me at home (Tel: 23456789) or page me (98765432). I am looking forward to hearing your 10) good news. Thank you in advance.

Yours faithfully

Faye Wong

Encl.
