Common errors: 

1. article -- As an English major; 

2. Verb usage -- Look forward to Ving

3. collocation -- Collocation—position – offer not recruit;  eligible for your qualifications
4. [Sentence Structure] 
Resume: 

Position Sought 

English teacher of middle level, which develops my skills of instructing and communicating.
Job description – Tense 
Waitress: Mos Burger, Fall 2004~Spring 2005
· Work 16 hours per week to afford my daily expenses

· Learn how to make burgers and different kinds of products of  Mos burgers

Cover Letter: 

Format: 

1. Why did you put your name on top? 

2. spacing  

3. signature – 3 spaces at least
4. Put in one page--貼齊格線
5. salutation: Dear Benesse: 
* Tone: 

I am exactly the one you are looking for. ( Is this too much?
* Opening: avoid vague description or exaggeration 
From the information provided on 104 Job Bank, I learn that you are offering a job vacancy for Sales Representative, which requires passion for sports wear business, good communication skills both Chinese and English and high motivation and sense of responsibility to achieve annual sales goal. Nike has been the best-loved sports wear company since it started in 1991 in Taiwan, and it has been my favorite choice for sports wear ever since childhood. As the time goes on, Nike has now mixed more elements such as, fashion regional into its original style. Though I have always kept my passion for Nike and watched closely into its new movements, therefore, I am convinced that my qualification for the job.
( 
From the information provided on 104 Job Bank, I learn that you are offering a job of Sales Representative, which requires passion for sports wear business, good communication skills in both Chinese and English, high motivation and a strong sense of responsibility to achieve annual sales goal. Serving as the student representative of the English Department in the school year 2005 and an English teacher at ~, I am not only equipped with sufficient English abilities, but also the skills in communicating with such various parties as classmates, teachers, students, students’ parents and sponsors of various activities.  Most importantly, I have the passion to carry on the tradition of the unit I work for and to exhibit in various activies its features to the fullest, whether the unit is the English department of Fu Jen then, or Nike now, if I am hired by you.   
As [article]_English major, I have not only mastered in English and computer(?) but also minored in Journalism and Communication Studies. [vague]
( My major in English and minor in Journalism and Communication Studies provides me with proficient English abilities, strong computer editing skills, as well as general knowledge in mass media both in terms of their ways of operation and production, all of which, I believe, equip me for being an editor in your company.  
* Avoid wordiness: 

From the website of 104 Occupation Agency, I know that you are looking for a part-time children’s English teacher with plenty of teaching experiences and a BA degree in English. As an English major who has abundant experiences in English teaching and has taken a lot of relative [word choice]courses about teaching, I think that I am exactly the person you need. Thus, I would like to apply for this job.

( I would like to apply for the position of a part-time children’s English teacher, which you posted on the website of 104 Occupation Agency.  As an English major with three years’ experience in English teaching and professional knowledge of TEFL and Second Language Acquisition, I believe I am qualified for your position..

* Highlight ¶ -- to highlight your abilities, but not the qualities of the company. 

Be specific: 

What about children’s literature do you know that makes you a potentially good editor of Children’s literature?  
What teaching strategies do you learn or use in teaching children? 

What’s involved in serving people as a flight attendant? 
