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COVER LETTER




Storyline

Dear Sir / Madam,

in reply to the advertisement on your website, | wish to apply for the position of Business
Development Manager. It seems an excellent match for my consistent track of success,
specifically my work in business development area.

| have been involved in sales for over 10 years, most recently with executive level
responsibilities for nearly 8 years. My success has been driven by proven abilities in
strategic planning, business model development, sales management, marketing initiatives
and organizational development. Please review the attached CV for greater detail.

| believe that my education and employment background are appropriate for the position
and | would appreciate your assistance in handing my CV over to the appropriate hiring
manager.

I will contact you within the next week to confirm that you received my email and CV and
to answer any questions you may have.

Thank you for your consideration.
Sincerely,
Michael Skoda



Address: Dlouha 5432, Prague, Czech Republic
Telephone number: +420 222 100 100

Mobile telephone number: +420 732 100 100
Email address: skodamichael@seznam.cz




WORD AND PHRASE
ANALYSES




- MENTION

MENTION
mention (v) = zminit

mention sth = zminit néco
mention sth to sb = zminit néco néekomu
mention that = zminit, ze ...

as mentioned above = jak je zminéno vyse
as mentioned below = jak je zminéno nize

above-mentioned = vySe zminény

v s

below-mentioned = nize zminény

mentioned in connection with = zminéno ve spojeni s
"Don't mention it." = To nestoji za rec.



PRESENT

e present = prezentovat, predstavovat, predat, poskytnout

e present sth = prezentovat néco
present sth to sb = prezentovat néco nékomu
present sb with sth = prezentovat nékomu néco




- EXECUTIVE

e executive (adj) = vykonny
executive (n) = vedouci pracovnik

* top executive = vrcholovy vedouci pracovnik
senior executive = vedouci pracovnik

* executive management = vykonné vedeni (spolecnosti)
executive power = vykonna moc
executive assistant (EA) = asistent reditele (vedouciho pracovnika)
executive director = vykonny reditel
chief executive officer (CEO) = generalni reditel



PROVEN

e proven = prokazany, osvédceny, dolozeny

e proven value = prokazana (jednoznacna) hodnota
proven link = prokazané (jasné, jednoznacné) spojeni
proven abilities = prokazané schopnosti
proven fact = prokazany fakt
proven records = dolozené zaznamy




- ATTACHED vs. ENCLOSED

e attached = pfrilozeny

e Zasilano emailem:
ATTACHED - priloZzeno jako pfiloha (soubor)
ENCLOSED - priloZzeno (vepsano) do téla emailu

Zaslano v obalce:
ATTACHED - pripevnéno k dopisu (kancelarskou sponkou, seSivackou)
ENCLOSED - vloZzeno volné do obalky

* pfiloha: ATTACHMENT vs. ENCLOSURE

e Zasilano emailem:
ATTACHMENT - priloha (soubor) Pozor! nepise se ATTACHEMENT
ENCLOSURE - priloha v téle emailu

Zaslano v obalce:
ATTACHMENT - priloha pripevnéna k dopisu (kancelarskou sponkou, atp.)
ENCLOSURE - priloha vlozena volné do obalky



BELIEVE

* believe = vérit, myslet si

* | believe that ... = Véfim, ze ...
| do believe that ... = Opravdu vérim, ze ...
| find it hard to believe that ... = Shledavam tézké uvérit, ze ...

* | believe so. = Vérim, ze ano.
| believe not. = Vérim, Ze ne.




BACKGROUND

e background = zazemi, pozadi, zkuSenosti

e professional background = profesni zkusenosti
educational background = historie vzdélani

* background in sth = zkuSenosti v né¢em
background to sth = pozadi néceho




- APPROPRIATE

e appropriate = vhodny, nalezity, pfiméreny

e appropriate for sb = vhodné pro nékoho
appropriate for / to sth = vhodné pro néco

e appropriate for sb to do sth = vhodné, aby nékdo néco udélal

e appropriate behaviour = vhodné chovani
appropriate response = vhodna odpoved
appropriate answer = vhodna odpovéed
appropriate time = vhodny ¢as (doba)
appropriate way = vhodny zplsob
* inappropriate = nevhodny
e appropriately = vhodnég, nalezité, patficné, primérené
inappropriately = nevhodné, nepatficné, neprfimérené



- APPRECIATE

e appreciate = ocenit, vazit si, mit pochopeni, chapat

* | would appreciate it if you could ... = Ocenil bych, kdybyste mohl ...
Pozor! zde se Casto chybuje: IT pred IF musi byt.

* really / highly / deeply / greatly / fully / properly appreciate

* | highly appreciate your help in this matter.
| don't think your boss fully appreciates the seriousness of the problem.
He feels that his colleagues do not properly appreciate his work.
He will never appreciate the significance of the contract.
Thank you. | really appreciate it.
| would really appreciate it if you could send me the offer by 3 o'clock.



HAND OVER

* hand over = predat

 hand = podat
hand back = vratit (podat zpét)
hand over = predat
hand out = rozdat, vydat
hand in = odevzdat, predlozit




CONSIDER

e consider = povazovat, zvazovat, uvazovat, vzit v potaz

» consider sb / sth for sth = uvazovat o nékom (nécem) pro néco
consider sb / sth (to be) sth = povaZovat nékoho (néco) za néco




OPAKOVANI



Pouzité zdroje

www.helpforenglish.cz



http://www.helpforenglish.cz/

