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Write a job application letter of about 200 words B. Your letter
should cover these three pointst] 1. apply for the position of



production coordinator 2. describe your education background 3.
state your relevant working experienceld O UJ [0 [ [ Dear Sir(d |
am responding to your ad in the June 20th[J 200301 issue of the
Sunday Talent Journal for the position of production coordinator. |
feel that my background in electronics and manufacturing will fit in
well at your printed circuit board manufacturing facility. I will
graduate from the Beijing Science &amp. Technology University in
June with a Bachelor of Science degree in Manufacturing
Engineering. | have had extensive training on computers while at
school. In my Production and Inventory classL] | learned about
computerized production and material scheduling in a job shop
environment. While working for the Ministry of Energy and
Transportationd | wrote a program to control the flow of
equipment being checked out from the electronics lab. As shown in
my resumel] | have also repaired and installed fire alarmJ security
I and patient-signal systems when | worked at Johnson Controls.
Most of the time | faced construction deadlines so | know what it is
like to work under pressure. My duties as the supervisor for the
electronics lab involved assigning jobsl] coordinating schedules]
training new employees] and working with the department
chairman when needed. | am looking forward to hearing from you.
Would you please call me to set up an interview(] | can be reached
at my resume address or by phoning O 01000 2357-7980 after 4 p.m.
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