Resume Format: 

-- don’t use too many colors or too many lines; use 預覽列印  to see the result.  
Cover Letter: 

Format: 

1. spacing; why size 10?   
2. Use block style.
3. signature – 3 spaces at least

4. Put in one page--貼齊格線
5. salutation: Dear Benesse: 
Resume Language
Position Sought 

Job description – Tense 

Common errors: 

1. [preposition]  --apply for, adequate for, well-suited for, [article]: in the freshman year. 

2. Verb usage -- Look forward to Ving

3. collocation -- Collocation—
recruit position – “offer” not recruit (+people);  
eligible for your qualifications - eligible for the work/program
4. [Sentence Structure] wrong use of conjunction – 

a) I am writing to you in response to your advertisement *of a *par-time English teacher who is responsible *of teaching grammar and conversation, *which appears on the 104 Job Bank. [misplaced modifier] 
( I am writing in response to your advertisement on the 104 Job Bank for a part-time English teacher who is responsible for teaching grammar and conversation.
b) I’d like to mention that I graduated from the Department of English Literature and Language of Fu Jen Catholic University *in which provides me with an in-dept insight into the essence of English. [vague]
( I graduated from the Department of English Literature and Language of Fu Jen Catholic University, which provides me solid training not only in English language, but also in the theory and practice of English teaching,.
* Tone: 

* Opening ¶: avoid vague description or exaggeration 
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: (Avoid I, I, I)
1. I read the “English Teacher Wanted” advertisement on the 104 Human Resource Website. I would like to apply for this Part-time job as an English teacher for GEPT and enclose a copy of my curricular vitae for your consideration. 

(I saw your advertisement for GEPT English teachers on the 104 Human Resource Website, and would like to apply for it.  As my enclosed resume shows, I have plenty of experience teaching English on different levels and am confident that I can meet your requirements.
* (too many adjectives)
2. As an English major who is highly interested in *TEOSL, I am very happy to find your ad which provides a challenging opportunity for me to reveal [word choice]my professional knowledge about the world of learning English, as well as teaching English. Finding this ad from the web-site of 104.com on March 8, I believe that this job must be more interesting than the others which deal with only teaching students English according to some particular parts of English learning. Teaching students how to successfully pass GEPT will require teacher to have the ability of clearly expressing ideas and analyzing the texts with his profound knowledge, special skills and patience. And I know I will be the one who fits these qualifications when really on duty. Also, my resume will show the other detailed characters[word choice] about me and specific working experiences, which, I believe, will meet the qualifications you are looking for. [repetition]
( As an English major highly interested in *TESOL, I am happy to find at 104.com your ad for a General English Proficiency Test teacher.  I find this job exciting, because it will allow me to put into practice my professional knowledge in learning and teaching English and to use an integrative approach to teach students the four skills.  Moreover, I believe I, with my patience, communication skills and the work experience shown on my resume, am qualified for your job.  Therefore, I’d like to apply for it.  
* (avoid giving taken-for-granted info.) 

With four years of volunteer, filming, and teaching experiences in college, I am now going to be graduated as double major student with Communication Arts and English Diploma in this up coming June 2007. [wordiness] By looking through 104 Human Resource Bank, I not only find about [usage: find/find out about] your company’s information but also wish to *apply [preposition] the position of Public Relation. [parallelism] (can be more aggressive and impressive) 
(  With four years of volunteer, filming, and teaching experiences in college, I am now ready for more challenges after graduating with a BA in both Communication Arts and English in June, 2007. Searching through the 104 Human Resource Bank, I found that the position of Public Relation you offered will be a great opportunity for me to realize my ideals and practice my skills.  Therefore, I’d like to apply for it.
* Highlight ¶ -- to highlight your abilities, but not the qualities of the company. 

Be specific: 

1. I could be stressed by irregular hours and pressing deadlines.
( I have both the health and EQ needed to handle the stress of irregular hours and daily deadlines.
2. Now I am confident and able to [preposition] speak fluent English, and I also want to use methods and skills [article] I learned in teaching students how to pass every English test they will meet. Besides, my work experiences can help me deal properly with many kinds of situations in the class. Being calm and solving problems are not two difficult jobs for me. 

( 2. Now that I am capable of speaking fluent English, I want to introduce to my students the methods and skills I used in learning English and taking English Proficiency tests. For instance, I will teach them how to expand their vocabulary by knowing the meanings of frequently used prefixes and suffixes; I will help them improve their pronunciation by explaining clearly the sounds’ vocal positions; most importantly, I will increase their interest in English by using films and popular songs as learning materials.    
3. I have been trained and recognized as a good English user since I was in high school. The summer language program in Cambridge acquainted me with English culture to speak and act properly with the natives. Higher- intermediate certificate from GEPT received when I was in high school. I was also chosen by the government to be the representative counselor for the overseas Taiwanese youths. Various courses taken in university qualified me to be a skilled writer and a critical thinker, and the constant training in English writing and reading provided me to be skilled in the language. [usage]
( I have been trained and recognized as a good English user since I was in high school. The summer language program in Cambridge I went to in ~ broadened my knowledge of English cultures and provided me with proper manners to speak and act with the English native speakers. In ~ and when I was still in high school, I received the higher- intermediate certificate from GEPT.  My university education further improved my skills in writing, reading and critical thinking.  Last but not the least, I was also chosen by the government to be the representative counselor for the overseas Taiwanese youths. (When)  (What have these to do with technical writing or marketing?) 
