英文求职信的书写对于很多人来说都不是一件容易的事情，尤其是毕业生们，有些人甚至不知道这求职信里都写些什么内容，还有些人的英文不太好，所以，就干脆先用中文写一遍，然后再直接翻译成英文的求职信，西雅图工作英语的专家们认为这是不可取的做法。 
　　如果你马上要毕业了或是刚刚毕业的学生，那么就一定要看看下面的英文求职信，这封求职信，用词很地道，是面试官喜欢的那种类型。 
　　【英文求职信通用模板】 
　　 Dear Sir/Madam: 
　　My name is Liu Ying and I will graduate from Xi’an FanYi University in the year 2010. My major is secretary in English department. 
　　It’s my great pleasure to have this opportunity to improve our mutual understanding. During the three –year college study，I tried my best to learn all kinds of knowledge，and weigh the hard work of my teachers and myself; I have mastered English listening，speaking，writing and reading skills. 
　　Moreover， I have a good command of Business English and the basic theory， public relationship of secretary. Meanwhile， in order to enlarge my knowledge， I always read some newspapers and magazines about business and trade， and I used to do some representative of business in my spare time. At the same time， I learnt computer skills during my summer vacation，and now I’m familiar with Office 2000. It is my three –year college life that makes me form my life attitude. Also my three-year college life that makes me rich in knowledge，and it’s also my three-year college life that makes me form my life attitude. Honesty，Trust，Diligence is principle of how to be a man. 
　　As a college graduate，I believe “where there is a will， there is a way”， and I will try my best to do a good job in my business. So I sincerely hope that I can make a position in your company so that I can serve for the company in the future. 

　　Yours faithfully, 
　　Liu Ying

