1007  Writing a cover letter
Plgase note: There are writing homework titles at the end of this beck.
along with availability CV {curriculum vitae)
highlight sumniarize enthusiasm
A cover letter;
« is aformal letter that we send alotyg withour CV when we apply
forajob;
¢ iswritten forthree mainreasons: tosaywhich joh we'reapplying
for, to persuadethe reader that our CV is worth reading, and %o
let them know our availability for inter view;
* should start (if we know the name of the person dealing
with applications) with “Dear Mr Jones”, not “Dear David“ or
“Dear David Jones”; and at the end, we should write "Yours
sineerely”. If we don't know the name of the person dealing
with applications, we sh ould start with “Dear Sir or Madam"; at
the end, we should write “Yours faithfully".
1008 retall put into practice vacancy
(1) First, Dear Mr jones
my pou're »
?};‘:ngh ™ am writing sly for the position of Sales Assistant that | L;L';p"m'
saw advertised in the Daily Standard on 14th July """ oy when
and when
3)Highight - - Asyou can see from my CV, | already have over three years ef  yeusaw the
+ retail experience, and have spent the last nine months working m:’,‘;:;n
S in a busy high-fashion salesenvironment
partimdarly
relgvant
EXPef]
ang skills feam

LESSON 171

youe CV,



Although | am currently employed, | feel that working for

your company would oifer me 3 new and exciting challenge
. I have alway s admired the quality of the suits and other
<" formal clothing you produce, and, as such. would be abie to

(A)Shcw. bring genuine enthusidsm to any mle. Working in your outlet
your would also present me with an opportunity to put into practice
grevsas™ e tailonng skillsthat | acauired whilststudying fashion at
company university. (5) Menuon
and jeb . . . o U e e @y rejevant
When dealing with people in thewarkplace, | pride-myseIEGR" ** abilues and
my friendly and prefessional manner, and gustomirs een persanal
rely on my hi8h level of attention to detaif to ensure they ﬁ:::”" ¥
leave with the product best suited to their individua\ reeds
| feel strongly that this is the main reason | have managed to
build loyalty among my customers. some of whom return on a
requ'ar basis.
. Tha nk you fer taking the time to consider my application. |
" am available to ttend 3n interview af any tima and iook
1:1 Thank iorward to hearing from you in the near future "
the =
company for P {7) mentian yeur
conmdenng Yours SlnC@T@Hy availabiity for
::‘:,mm Michael White

What do we mean by a cover tetter? By .. we mean 3 formal letter that we
sendalong with our CV when we apply for 3 job

What arethe three mainreasonsforwriting a cever letter?
The . tesay which job we're applying
for, to persuade the reader that our CV is worth
reading. and to let themknow our awsilamility for interview

1009 When writing an application letter or email to someone called “David
Jones”, for example, how should we start the letter: “Dear David”, “Dear
David Jones” or "Dear Mr Jones”? When _... ... " Dear Mr Jones”

How can we start the \etter if we dont know the pers on’'s name?  If , _
with "Dear Sir or Madam”

What’s the first piece of information we should put in a cover letter?
The first .. why we Te writing
Give me some examples, please I am writing to apply for

the position ef ... 1 am writing to
enquite whether yeu have any vacancies ...
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What else should we sayinthe introduction paragraph? Intheintreductien
paragraph. we should also say where and
when we sawthe advert for the position, if ape ropriate

Inthe main paragraphs ofthe letter, how can we persuade the reader to
consider our application? In .. .. by highlighting and summarizingany
particularly relevant experience and skilis from our
QV, and by showna enthusiasm for the company and iob

What else canwedo? We can mention any releva nt
akilities and persenal qualities we have

Howshould we condude the letter? We .. by thanking the
company for consideri ng our application,
and mentioning our availabiliy for interview

If we‘ve used a name at the start of the letter, how should we finish it?
1f..,...“Yours sincerely*

Ard howshould we finish if we haven’t used a name at the start?
I€... . “Yours faithfuly*

restrict coach regulation comply

Do you agree that mobile phone use on trairs should be restrictedto a

limited number of coaches? Yes. ..~ No., .

And if such a regulation were established, do you think most people

would complywith it? Yes, .. - No,.
frown

When do people usually frown? Pegple .. when they feel annoyed, when

they're ®orfused. or when they're concentrating hard

out of the question

Give m ean example of the expression “out of the Questicn®, please.
I sorry; you @n't berrew rmy car. it's totally
outof the question. You've had too many accidents.



o

put out go out glow barbecue

If you'd finished using a barbecue butthe fire was still glowing, would
you put it out with water, for example, or wait for it to go out on itsown?
If ., ¥d ..

knock down knock out knockout

opponent round

1fa boxer manages to knock his opponent down easily in both the first
andsecondround, can he reasonably expect to be able to knock him out
fairly soonafter? Yes, if ., hecan ..

What do we mean bya knodkout competition? 8y a knockout sompetition,
we mean ene that corsists of different reurds. ard where
only the wimner of each match goes wrough to the next round

vehicle van truck rear

Name me some types of vehides Seme types .. arecars, vans, [orries
{ortrucks), motor bikes, herse-drawn carts etc.

Why do some lorries have “long vehide” written on their rear ends?
Some larries toindicate to the vehicles
ceming behind that it will be difficult te ever ke

merely

Would you say learning to cook was merelya matter offollowing recipes?
Yes, . ~ No,

principal principle melody
How do we spell the word “principal” in the following sentence:

"The principal melody in this piece of musicis known all around the
world“? pr-incipal

1012 How do we spell the word “principle” in the following sentence:

“My basicprinciplein life is to treateverybody with respect”?
p—r~i-n ¢ i p-l e
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bride groom (bridegroom)

Whatdo we call awoman and man on their wedding day? we Gl _the
bride and groem (kridegreom)

orchestra violin trumpet flute

Name some instruments that we commonly hearin an orchestra.
Semeinstruments thatwe . vielin, trumpet, fluteetc

on behalfof

Make asentence with “on behalf of ", please. Steve thanked the manager
on behalf of all ¥he players in the team

site
What do we mean bya site? By 3 site. we mean the plce where
semething was, is, er will be

Do some large office buildings have restaurants on site? Yes. .

What else is the word “site” usedto refer to? The werd “site” ... 3 welsite
hilarious burst out laughing

When people find som ething hilarious. what dothey do? When .., they
burst eut B ughing

survey research crucial project

What‘s a survey? Asurvey is a ferm of researchthat invelves asking
many pesplequestionsinorder to discover facts or opinions

Why is it crucial for companiesto @ny out customer surveys?  It's erudal .
as it provides them with impor tant

informatien fer new or existing projects,

such as the develepment of preducts and services



Word pool 2: revision exercise

Foreach sentence below, choose one word from the werd peof that fits
Correctly 11 the gap

knit grieve punch dial (B0
spray prohibit illustrate dominate  stab
yell loathe inseit perceive demolish

1 The baxer was se exhausted that he could hardly lift his hands to
properly.

As we were 3l fit. we easity managed te _thesecond
half of the fostball match

3 Your ideas far any solutionwill depend on how you personaly
the problem itself

4 If you know hewto ,it'srealy easy te make 3 serf.

5 If people keep making such a mess, we'll haveto
eating and drinking in thebuilding

1014 ¢ She finished writingthe bock last month and now she's going te
it with dra wings

7 Do 't at me about what's gaing on; it’sgat nothing to
dowithme!

8 They may the ridee if tests show it's notsafe anymere.

s | 3absotutely . the way she taiks te her celleaques: she's
so rude !

10 | can't see where I'm supposedto ___thebatteriesin this
machine

11 Hewdidthe killer managete the man in the stomach if

there wes no knife in the raom?



12

13

14

IS

To keep the Plant healthy, you should _the leaves with
wateronce 3 day.

tfyou need help, just. the num ber shown at the bottem
ofthe page.
1t's probably not 3 good idea to hirm about his new

haircut: he's really sensitive about it.

Hecontinuedto _____ overhis grandfathers death for many
months



