

















WRITING

1. Read the following e-mail requesting job information and pay attention to the information below:

To: Mr. Simon

From: Laura Robertson

Subject: Administrative Assistant Vacancy
Dear Mr. Simon,

I’'m writing to apply for the post of administrative assistant advertised in last Monday edition of the Oxford Morning

News.

| would like some further information. Does the job involve working on Saturdays2 Does it involve travelling to work

to the other offices your company has in different citiese

As you will see from my CV, I'm currently an administrative assistant in a small-sized printing firm. I'm particularly
interested in your post as iy would enable me to gain experience of working in a larger company with the opportunities

for professional training and development that this represents.

In addition to my experience and skills as an administrative assistant, | could bring to the job a good ability to deal

tactfully and successfully with clients and customers.
| am available for interview and | can supply details of referees or any other information you may require.
| look forward to hearing from you,

Yours sincerely

Eric Walker.

SEND MESSAGE

This mail is a type of one of the texts called “Cover Letter”. A cover letter accompanies a CV/résumé or an application
form. It should normally be no longer than one side of a single page. A good covering letter uses formal language and
presents some key arguments for why your application should be taken seriously. When there are many applicants for a

job, employers may select which CVs to read on the strength of this letter.
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WRITING
- ______________________________

1. STRUCTURE

Your address
Your telephone number

Date

Employer’s name and address
Greeting
Dear...
(Reference: name of post)
PARAGRAPH 1
State your purpose for writing.
Say with job you are applying for and when/where you heard about it.
PARAGRAPH 2
Outline your current job and responsibilities or your experience.
PARAGRAPH 3
Say why you want the job and why you can be useful for the company.
PARAGRAPH 4
Give any other relevant details and when you are available for interview.
CLOSING
Sign your name

T —— S T—

Write your address, but not your name, in the top right-hand corner.

The date can go either on the left or the right under the address, or above the address on the left. It could also be
January 20, 2010, (BrE) 20/1/10, or (AmE) 1/20/10.

Write the name, position and address of the person you are writing to on the left-hand side.

If you know the name of the person you are writing to, begin ‘Dear Mrs Hunter’, and end ‘Yours sincerely’. If not, begin
‘Dear Sir/Madam’ and end, ‘Yours faithfully’.

2.Choose one of these options and then write a cover letter to apply for the job of:

a) Sales representative in a company
b) Chief accountant

c) Head of IT

d) Receptionist

e) Computer programmer
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