SAMPLE COVER LETTER:  SERVICE ENGINEER

No. 421 Da Lian Road

Nanjing  000000

July 4, 2000

Mr. XXXXXXXXX

Manager of Human Resources

XXXXXXXXX Inc.

No. 102 Xin Hua Road

Nanjing  000000

Dear Mr. XXX:

I would like to apply for a position of service engineer.  I recently graduated from 
Hua Dong University with a degree in electronic engineering.

Having worked at Zhong Shen Electronics Inc. during the past three summers, I am 
most interested in working for a company in the telecommunications industry. I have 
experience in offering technical support to organizations and individual customers. I 
am also good at communicating with people.

Enclosed is my resume.  I will be glad to discuss my qualifications in an interview. 

Sincerely yours,

[signature]

[name]

Enclosure: Resume

