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Dear Human Resources Department,

| am writing to express my keen interest in the position of Secretary advertised by China
Sida International Economic and Technical Cooperation Company (CSCIETC). My
name is Wang Peng, and | believe | am well-suited to the role based on the qualifications
you have outlined.

| am 24 years old and hold an associate degree from a reputable university. My
proficiency in English is excellent, with strong skills in both spoken and written
communication. Additionally, | am adept at computer operations and have a solid
understanding of various office software.

My previous experience in a foreign company has honed my communication and
coordination abilities, making me an effective team player. | am confident that my skills

and experience align with the requirements of the job.

Enclosed with this letter is my resume, contact information, and my expected salary. |
would appreciate the opportunity to discuss my application further with you.

Please find my application materials sent to the following address: Human Resources
Department, Liansheng Building, 8560 Huaihai Middle Road, Shanghai, Postal Code
200033.

Thank you for considering my application. | look forward to the possibility of
contributing to CSCIETC.

Yours sincerely,
Wang Peng
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