Han Li
1234 56 Ave,
Vancouver, B.C. 12345

Jan 19th, 2022

301 Technical Writing Classmates
UBC Blogs

Dear 301 Classmates:

Please consider this letter as my application for being a member of a professional writing team during the winter term 2 of 2022. I cannot wait to hear your suggestion to generate great report ideas together and produce professional and technical reports. My previous study and work experience make me confident as a qualified writing team member.

As a business graduate, I have written case studies and market analysis reports for many companies from various markets, strengthening my professional writing skills. Besides, researching and collecting information then putting forward creative ideas is another asset to be a competitive teammate. 

As an experienced office administrator, my job responsibilities include contacting and maintaining relationships with other industry partners, taking minutes of meetings, etc., which improves my communication skills. Moreover, I am proven to be a responsible person and able to complete assigned tasks at all times. And below is a list of strengths and weaknesses in writing skills and work habits,

Strengths:

1. Professional writing experience
2. Responsible to teamwork 
3. Information research ability 

Weaknesses:

1. Lack of Vocabulary 
2. Grammar mistakes

My work experience, educational background and personality make me get along well and achieve great results. And if you think I am the one you are looking for, please email me at lihan965@student.ubc.ca. 

Sincerely,

Han Li





