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1007 WI'ritinQ a cover le悦r

内随時ooæ: Therea陪w�tÍlghom�喝rktit{田aUheend ofth.s book. 

along with a湖iぬbility CV (curriculum vitae) 

highllght sumn鴻rlze enthusias側、

A (over letter: 

• is aformal let絶r竜hatwe霊end a以)g with ourCV when �apply 
forajob; 

・ is wrít相、forthr悦mainreason事:総量得whlchjob we're applying 
for. to p肝れ踊dethe re説明that our CV is w僻th開制ing，a目dto
let them know our a糊ilability for interllíew; 

・ 事hould霊初代(d we know t陶陥me of 竜he person dealing 
with application事) wlth "。闘r Mr Jonesぺnot "Dear Dallid" or 
q拘置 Dallid Jo目的"; and at竜he end. w唱苦事hould明Itite "Your重
量incerely". If w e  don't knowめe name of the p肘章。n d伺ling
with applications. we事h ould 事tart wlth "Dear Sir or Madam"; at 

竜he end.we事hould write '・Your軍faithfully"，

1008 retall 

付}骨.t Dear Mr Jooes 

put into pmctぬe

�'" I訓M伽g ωtoa，伊抑p仰p内{か似怖'y f，凶f“伽0α「 川 仰附b

vacancy 

両'7拘6同
""語�.�相
.job 

$河awadv崎er代州t引is狩edí加n tめわe Daíl尚íI均;1)砂:VSt，ぬ@釘00，対dard on 14th Ju�かμ .�戸0川..山..... . ψ 初 悼ywhé'帥絶

。)Highlilht .，・・Asyou canseefrom my cv. I al陪ady haveover three years of 

'， � _ _ 
reta il experienæ， and ha噌spent the I制nine mooths working zm円程
IOð以Jsyhゆ-fashioo鈍les environrnent 

抑制.f旬
..lcy・'"
....， .. 伺<c
樹、ðs凶�SftlJTl 
y田JfCV.

ョnð愉�..
yoo持W昔、e
a-:t"f'ltfor 
lIl.po銅剣制



《岬Show
vou' 
elltÍ"llJ踊S柄
拘，11>.
<:OO\pan)' 
eのójob

(6) Th初、h
th. 
<:OI7lPðl\yゐf
CCYlぉ品川9
YO<J‘ 
叩pl，<:<ðtlQ。

Although I 3m current\y emploYE!d. I feel that working for 
yoげcompany would oífer me 3 new 3nd exciting cha\IE!nge 

"，.， I høve alway s admired thをqU3\ityof thE!虫Jits 3nd other 
íormalclothi吟yOll produce， and， 3S slIch. wOll\d be 3ble to 
bríng gE!nlline enthus邸m to any sale. Working in yOllr out\el 
would a\so p阿古E!nt me with 3n opportunity to pllt ínto practicE! 
the t3ilonng skil\s 1凶t I aCQuirE!d whils t s  tudying f ashi on 3t 
unlverslty. (S) "'nt酬

y'''' 
Wheo dealing判Ih people in theworkplac�. .!.p.cide.m資制CGÁ " ;i;:

I

，;刷 a 咽
my fríendly �nd professíonal manneι'äï"Ïd.c;凶tσnêrs<:3n p."，，"，・1
叫onmy high \制。fa悦鵬n to de匂i/to E!制陀tlw r附加
\e3ve with the produd best su íted to thE!ir indivídu3\ r eeds .-日

I feel Slr∞g ly that this is the m3i n re3son 1 ha時間naged to 
build \oya\ty昌mong my customers， some 01whom rE!tum on a 
reglllar凶sis.

..' 1M nk yov for t3king the timE! 10 consider my 3pp\ic3tion. I 
.. ... - am øv�il�ble to �ttx:nd �n interview at any time 3nd look 

íorward to h曲ring from yOll in Ihe ne3r futu阿 \

Yours sincerE!\Y 

Michael White 

、
り) .揖l'IüonyolJr
aval<ðb“叩rOt
川t�'Yle.... 

What do we mean by 3 cover letter? By..， we mean 3 fOrm31 1etler that we 
send310ng w�h ourζV when WE! app\y for 3 job 

What areth宮 thr宮e main reasonsfor writìng a cover letter? 
ThE! ..10 say which job we're 3pp\ying 

for， to persu3de the re3der thal our CV is worth 
rωdíng. 3nd to let them know our a�iI3bil� f or interview 

1009 When writing an app\ ic3t ion \etter  or email to someone callをd "David 
Jones"， for example， how should we start the \etter: "Dear Davidぺ"Dear
David Jones" or "Dear Mr Jones竹 When ....... "DE!ar Mr Jones" 

How can w宜主tart the \elter if w吉don't know the per50n'5 nam宕? It ， _ 
with "Oe3r針。rM3dam"

What主thを first pìece of informat ion we should ptJt in a cover lettを仔
背国fi陀1 .• wIly we 're writing 

6・ve me some examples， pl伺総 1 3m wríting to 3pp\y for 
the po引tion 01 ..; I am writ川gto

enqul陀whether you h3ve 3ny v3canCÎE!S 



What else should we sayinthe introduc!ion paragraph? Intheintroduction 

paragraph， \Ne sh∞Id al50 say where and 

when柏崎sawthead 時代for the position， if app r op防te

Inth告main p昌ragraphs ofthe I苦tter， how can we persuad e the reader to 

cons ider 0 u r application? In "_ ..， by highlighting and su mmarizin 9 any 

Whatelseωnwedo? 

particu句均 rele喝n texperience and炊i8s f rom∞r

01， and b y  showing enth山知事m for tt官com�y and job 

We (an mention any relevant 

atmi esand personal qualit陪weha時

Howshould we<:ondude the letter? We.. by thanking the 
compan y for consideri ng our a p p l四tlon，

and meotioning our ëN副lability ror i nter vie w 

If we've used a nam母語tthe start of the letter， how should we finish it? 

If.."..， "y，ωrs si ncerel y " 

And howshould wenn誌h if we haven't used a name at the start? 
If..，偽刈Yoursfaithfully" 

1010 restrict coach regulatlon comply 

Do you agree th司t mobile phone us官on trains should be restrictedto尋

lim ited num ber of coaches? Ye:o， _， - No， -

And if such a regulation were establìshed. do you thi吋< m ost people 
would <:omplywith it'? Yes，..， _ No，、.

frown 

When do p密ople usually frown? PeqJle "， whent hey feel anno卵d，when

they' re ∞nfused. or when t hey're concent陪tinghard

out ofthe questìon 

Gìve m e a n 告xample of the e xpression、ut ofthe qu告はion�， ple-ase. 

l'm5Or印;yωcan't borrow rrry car， It's total旬

。utof恥qu回i肌You'vehadt∞many accideots， 



put out go out glow barbecue 

If you'd finished using a barbecu宮 butthe fir坦was still glowing， would 
you put it out with water， fOr ex3 mple， or wait for it to go out on itsown? 

10'1 knock down knock out 

If ... I'd 

knockout 

opponen唯 round

If a box世r manages to Imock his opponent down easily in both the fir�t 
and second round，can he reasonably割問亡t to be able to knod< him out 
fairly soon after? Yes， it ..， he can 

What do we mean b y a  knod<outωmpetition? By 3 k"ocl(out∞mpetition， 

vehic除

we me3" one th.喧ωnsists of diffe�喧nt rou凶吉田300where 
only the wimer 01 e3ch m3tch g:>es through to the next rou"d 

Vヨf官 truck rear 

Name me some typ宮s ofvehides. SometypeS.. 3fecars，喝ns， Iorries 
(ortrucks)， mo句rbikes， horse.dr3Vm C3代s et<.. 

Why do some lorries hav宮“longvehicle" written on their rear ends? 

merely 

Some lorries to indicate tothe vehicles 

comi"9 behind th3t ít will bediffi<u lt to over匂ke

would you say learning to cook was merelya matter offollowing recipes7 
Yes， • - No， 

principal principle melody 

How d 0 we spell the word "pr incipa l" in the following sentence: 
"The principal melody in this pi邑ce of music ìs known all around the 
worldつ p r-i n c i p a I 

1012 How do we spell the word "p討nciple" in the following sentence 
"My basic principle in life is to treat宮崎町body with respectつ

p-トi-" c i p-I e 



bride 9 room (bridegroom) 

Whatdoweω11 a wom a n a nd m an on their wedding day? We callー暗唱

bride ònd groom (brid句r∞m)

orchestra violin trumpet f1ute 

Name some instruments電hatwe <開lmonly hear in an orchestra. 

Someinstruments thòtwe .. violin. trumpet， fluteetc 

。n behalfof 

Make a senten<e with "on behalt ot"， pl伺se. Steve廿lanked the man ager 
on behalf of a 11 the play則的the tωm 

site 

What dowe mean bya site? By ò sit色we mean the place where 
something wòs， is， or will be 

Do some large otfi<e buildings have restaurants on site? Yes . . 

What else is theword "site" usedto問fer to? The w刷、ite"". ò website 

1013 hilarious burst out laughing 

When people find something hilari加s.what do they do? When 吋they

survey 

Whaγs a survey? 

burst out laughing 

research crucJal proJect 

ASUfVey is a lorm of researchthat involves òsking 
m加ypeoplequ巴tion s in order to discover fac ts Of opiníons 

Why is it cI'\J<ial for companies to carry 0ぱcustomer su刊号ys? It's auàal 

as it provides them with importònt 
informòtion fOf new or existing projects， 

such òS the de四lopment of products ònd services 



Word pool 2: revision exercíse 

Foreachsent初cebelow. ch∞� one word f'om the word pool that flts 

C町尽<:tlyh the gap 

knit 9同eve

spray prohibit 

yell loaめe

puncn dial t闘se

illustrate dominate stab 

insert perceive demolish 

The boxer was  50 exhauωd that he Q倒Id 同rdly li代his h..nds to 

properly. 

As WE! were all fil. we副都iIY打宙naged to

haK of the football match 

lhe second 

3 Your ideòs for òny solulio nwil l depend on h剖vyou pers加a1y

一一一一一一一一一 the problem i lseK 

4 If you knωVhOW10 目il'srea fy easy ro make a s倒.

5 If people keep m水ing such a mE!Ss. we'lI haveto 

eating and drinking in 11・lebuilding

1014 6 $he f inished WJ削nglhe b叫ぇt相monlh ònd nowめe's going 10 

it with drawings 

7 Don't at me about whòl・s goin9 on; il'sgol nolhing 10 

dowilhmel 

8 Th�may _一一一一_ lhebridgeiltests sh側il'S∞t53fe ònymore. 

9 I òbso!utely 

so rude! 

lhe wayshe talks to her <olleagues; she's 

10 I can't see where I'm supposed 10 

machine 

11 H ow d id the killer manage to 
lhere W3S no給，ife in lhe roomフ

lhe batte ries in lhls 

the打官、in the stomach if 



12 To keep the plant he3lthy， yωshould 一一一一一一一一 the lea昭事with

water once a day， 

13 Ifyωneed help， just， _ 

ofthe page， 

the number shown at the bottom 

14 It'sprobably閃ta good id曲lu _一一一一一一 hilll about his new 

haírcut; he・5僧'ally児問íti同aboutít.

15 He∞nti附edto _一一一一一一一 over hisgrandfather's death'for many 

months 


