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UNIT 3

Iden t ifying features of 
cover le t ters

d In pairs, d iscuss th e  fo llowin g q uestions.

1 W h a t ’s th e d if ference between a CV and a 
cover l e t t e r?

2 H ave you eve r wri t t e n  a cover le t t e r in En g lish?
3 W h a t  did you writ e  in yo ur cover l e t t e r?

b C o m ple te th is in tro d uctio n  to cover le t t e rs  using 
th e w ords in th e  box.

business complement cover le tter €V employer 
in terview introduction persuade position well - focused

C Find an a lt e rn a t iv e  e x pression fo r cover 
le t t e r  in th e  te x t .

d  Vicky Tang is th e  C o m m u nications M a n a g e r 
a t  Gree n Ph ar m ace u tica ls . Sh e  w a n ts to 
change h er jo b  an d p hones h er frie n d , Felix , 
a recru it m e n t a g e n t , fo r a dvice  on writ in g  
a cover le t ter . In pairs, d iscuss w h a t a dvice  
you would give Vicky on th e  fo llowin g are as .

• the length and structure  of the le t t e r
• the la n g u a g e you would use
•  the co n te n t of the le t t e r

e  ^3.1 Listen to  th e  beginning o f th e  phone 
call and a nsw er th e  fo llowin g q uestions.

1 How long has Vicky been work in g a t  Green 
Ph a r m ace u t ica ls?

2 W h y is Vicky looking for a new j o b ?

W h a t  is  a  c o v e r  l e t t e r?
A (1) CV gives in form ation  ab o u t th e  
ed u ca tio n a l qualifica tions and  p ro fessional
ex p erien ce  you  have, w h ereas a  ( 2 ) ---------------
exp lains w hy you w an t th e  job. A co v er le tte r
sh o u ld  ( 3 ) ___________   n o t d u p lica te , y o u r CV. The
m ain p u rp o se  of a p e rso n a lised  co v er le tte r  is
to  ( 4 ) ___________th e  re a d e r  to  read  y o u r CV and
co n sid e r you  for th e  v acan t ( 5 ) ---------------- .

A co v er le tte r  is often y o u r ea rlie s t w ritten
c o n ta c t w ith  a  p o ten tia l ( 6 ) ---------------- , c rea tin g  a
critica l first im pression . A w ell-w ritten,
( 7 )  co v er le tte r  d e m o n s tra te s  your
w ritten  co m m unica tion  skills an d  will help  you  to  
get th a t a ll-im portan t ( 8 ) -----------------
T he le tte r  of ap p lica tio n  sh o u ld  follow th e  general
gu idelines for all ( 9 )  le tte rs . It sh o u ld
have an  (1 0 )  , a  m ain body, and  a final
p arag rap h .
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f Re a d  th e  s ta te m e n ts b elow an d p re d ict w h e th e r Felix  reco m m en ds the m 
( � ) o r not (X). Listen to  th e  res t  o f th e  co nversa tio n  and check yo u r answers.

1 Use high - quality p a p er t h a t  m atches the p a p er of yo ur CV. �
2 Ensure t h a t  yo ur cover le t t e r is wri t t e n  using formal language .
3 Use the sa m e cover le t t e r for every ap p lica tio n .
4 Sh ow t h a t  you have d o ne so me research into the co m p a ny you are  a p p lyin g  to.
5 Em p h asise  yo ur su ita b il i ty for the post .
6 Enclose copies of yo ur e d uca t io n al q ualif ica tio ns and cert if ica tes.

g  W h a t  do you th in k  is th e  m ost im p orta n t a dvice  t h a t  Felix  gives V ic k y?

h Look a t  th e  e x a m ple o f a good cover le t t e r  t h a t  Felix  se n t Vicky. Re a d  the 
le t t e r  and a nsw er th e  followin g q uestions.

1 W h a t  is Ja n e  stu dyin g a t  u n ive rsi ty?
2 W h e re  did she work  last su m m er?
3 W h a t  d oes she do in her free t i m e?

Ja n e  Nuttall 
71 La m b ert Ro a d  

Brix ton 
Lo n d o n

b  SW 2  5 XL
ja n e .n u tta ll@ k cl.ac .u k  

1 D ece m b er 2008
Ms D ian a A llso p p  
Recru it m e n t M a n a g er 
M cC lu re  a n d  C o m p a n y 
Russe ll Sq u a re  
Lo n d o n  W C 1 C  9 SE

D e ar Ms A llso p p ,

I a m  a  final - year stu d e n t a t K in g ’s C o lle g e  Lo n d o n  rea d in g  Eco n o m ics , a n d  
w o uld  like to a p p ly for an A sso cia te  C o nsu lta n t position with M cC lu re  and 
C o m p a ny , a s a dvertise d  on w w w . m o nster .co m . - - - - - - - - - - - - - - - - - - - - - - - -

M a n a g e m e n t co n su lta n cy a p p e a ls  to m e b e ca u se  it co m b in es a n a lytic 
rese arch  a cro ss a w id e  ran g e of b usin ess situa tio ns with fre q u e n t clien t 
co n tact . I rece n tly a t te n d e d  a  M cC lu re  a n d  C o m p a n y w orksh o p  run by

 �  C harlo tte  Penton - Sm ith , a n d  sh e  g ave  a  v e ry  p ositive im pressio n  of the
co m p a ny . I w as p articu larly im presse d  b y the e x ce lle n t in - house training 
p ro gra m m e w h ich  sh e  d escrib e d , a n d  I w o uld  w e lco m e  th e o p p ortu nity to 
work in such  a  close - knit te a m  of su p p ortive co lle a g u es .

3 During m y tim e at K in g ’s C o lle g e  I h ave  e m p loye d  a  varie ty of different 
§• ** rese arch  m etho ds, a n d  a m  fa m iliar with the a n a lytica l a p p lica t io ns of

s p re a d sh e e ts . Fo r e x a m ple , for m y rece n t d isserta tio n , I use d  Ex ce l to 
co m p are  th e e ffects of tax in cre ases on a lco h o l an d to b acco  co nsu m p tio n .
In ad d ition , w h e n  I w as work in g a t the Willito n b ra nch  of C ostcu tte r ove r the 
su m m er, I p rese n te d  su g g estio ns for im provin g the layo u t of th e store to the 
reg io n al m an a g e m e n t tea m . T h ey d ecid e d  to put th ese  id e as into effect and 
sa le s rose  b y 7 %  over the autu m n quarter.

D uring m y fre e  tim e , I sing in a n d  m a n a g e  a  ja z z  b an d , a rran g in g  co nce rts and 
g igs a n d  m an a g in g  the b a n d ’s acco u n ts . I v e ry  m uch e n jo y co lla b ora tin g  with 
a  tea m  of p e o p le  with sim ilar in terests a n d  work ing to w ards sh are d  g o a ls . I am 
a lso  learn in g  Italian b y a tten d in g w e e k ly eve n in g  c la ss e s  an d stu dyin g  on my 
ow n to w ard s th e A - level e x am next Ju n e .

I e n close  a c o p y  of m y C V  an d ho p e ve ry m uch to be invited for interview .

Yours sincere ly ,

J a n e  N u t t a l l 

Ja n e  Nuttall
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1 M a tch  Fe lix ’s a dvice  (1 - 1 2 ) to th e  p a r ts o f th e  cover le t t e r  (a - l) in Ex ercise  1 h

1 Give yo ur co n tact  in form ation an d curre n t date . _£L
2 End ‘Yours sincere ly ’ an d type yo ur na m e u n d er yo ur sig n a ture  (in dica te M s or 

M r  if not o b vio us)____
3 Give a cle a r co n te x t -  say who you a re  an d why you a re  w ri t in g____
4 Your sign - off should be friendly, polite and to th e  p o in t____
5 Po in t o u t yo ur a p t i t u d e  for th e  sorts o f skills th ey a re  s e e k in g .___
6 N a m e a ny e m ployee you have m et and say why th ey im presse d y o u____
7 Your use o f le isure t im e can show you are a well - rounded p erso n____
8 Su p p o r t  yo ur claims with evidence , focusing on results and ach ieve m ents.
9 Include the name , t i t le  and full a d d ress of recip ie n t____

10 M e n t io n  w h ere you saw the jo b a d v e r t ise m e n t____
11 Ex p la in  yo ur m otiva t io n for ap plying . T his a lso shows you have done yo ur 

research an d le arn e d  so m ething a b o u t  the sector____
12 Sh ow you are  acq uiring  a d d it io n a l useful sk il ls____

j  Look a t  Ja n e ’s cover le t t e r  again . In which p ara g ra p h  d oes she:

1 e x plain her in te rest  in th e  p o s i t i o n ?___
2 cre a t e  a posit ive  f inal i m p r e ss io n ?___
3 d e m o nstra t e  her skills and e x p erie nce re leva n t for the p o s i t i o n ?___
4 in tro d uce herself and e x plain her re asons for w r i t i n g ?___
5 m ention o t h e r re leva n t  skills and in te rests to im press th e  e m p l o y e r?___

Beginning a cover le t ter
T he first  p ara gra p h  o f yo ur cover le t t e r should detail th e jo b you a re  a p p lyin g  for 
and , if re levan t ,  w h ere you heard a b o u t  the jo b  (for e x a m ple an a dver t ise m e n t ,  or 
personal reco m m e n d a t io n).

2 3 C o m ple te th e  followin g op enin g p ara g ra p hs using th e  w ords in th e  box .

advertised ap plication consideration enclosed enquire
graduate qualified recommended requirements response

1 I a m  a final - year stu d en t w h o  is a b o u t to with a  b a c h e lo r ’s d e g re e  in
Industrial En g in e erin g  from Bristol University. I a m  writing t o    a b o u t
p ossib le  e m p loy m e n t o p p ortu n ities with M e n d o z a . I a m  in tereste d  in a  position rela ted to

transp orta tio n  m a n a g e m e n t .

    • • rt%‘% & f  # w itfTTfl 'f i  §
I am writing in --------------------- to your job posting for an investment banker on your company’s
website. I have   my CV for your consideration.

! '%W'Z : :: ::: ~ m  i  § ���- - - - - -  -

3 I w a s  rece n t ly  sp e a k in g  w i t h  M r Fo x  f ro m  y o u r  f ir m  a n d he  - - - - - - - - - - - th a t  I
se n d  y o u  a c o p y o f m y  CV. K n o w in g  t h e - - - - - - - - - - - - fo r t h e  p osi t io n ,  he fe l t  t h a t
I w o u ld  be an id eal ca n d id a t e ,  g iv e n  m y e x p e r ie n ce  in in t e rn a t io n a l sa les .

4  I would like to apply for the post o f a C om m ercial Solicitor in your firm a s ___________ __
on Legalpositions.com . As a recent graduate, I was particularly happy to see that the 
position is open to new ly______________ lawyers

5 Please acce p t th is  le t t e r a s _______________ fo r th e  Marketing Manager p ositio n  cu rre n tly list*
on Monster.co m . My CV is a t tach e d  for y o u r _________________
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M a tch  th e  op enin g p ara g ra p hs (1 - 5 ) in Ex ercise 2a to  th e  typ e  o f cover 
le t t e r (a - c) th ey co m e fro m . Which  typ e  o f le t t e r  do you th in k  is m ost lik ely 
to be successfu l?

a A  re p ly to a jo b  a d ver t ise m e n t
b A  ‘co ld ’ sp ecu la t ive  job a p p lica tio n
c A  le t t e r following a p erso nal reco m m e n d a tio n

Eva lu a te  th e  fo llowin g o p en in g p ara gra p hs . W h a t  do you th in k  is good or 
bad a b o u t th e m ?

1 After attending the recruitment talk presented by Financia l Investments, I am 
e x tremely interested in the post of gra d ua te trainee in the International Sa le s  
Department . I have absolu tely no doubt that my qualifications, skills and professional 
e x p erie nce will m ak e me an in d isp ensab le m e m b er of yo ur team .

I a m writing to a p p ly for the gra d u a te  trainee position as advert ised online in the N ew  
York Times. I am a final - year student majoring in Busin ess Ad ministration , with U S 
and C h in ese  b usiness relations as the focus of my dissertation . I b elieve I am suitable 
for this position b eca use  I am very interested in banking .

I would like to a p p ly for a job in yo ur organisation . I h ave a lw ays wan te d  to work at 
the cutting e d g e  of global strategy with a firm w h ose  greatest asse ts are its people , 
and I h ave d ecid e d  that Rivers & Co . is the ideal p lace to start my career.

d ^3.3 Liste n to  two recru it m e n t e x p erts, G race  and O liver, d iscussin g th e  
le t te rs . In which o rd e r do th ey d iscuss th e m ?

e  ^3.3 Listen again . W h a t  a dvice  do th ey g ive? Do you a g re e  with t h e ir  
co m m en ts?

f  Find a jo b  a d ve rt ise m e n t t h a t  in te rests you , and w rite  th e  o p ening 
p ara g ra p h  o f a cover le t t e r  in response .

Writing the main body of the le t ter
Demonstrating your key sk ills and experience

In th e  main body of th e le t t e r you need to show why you are  the righ t person 
for th e job , by highligh ting yo ur m ost re leva n t e x p erie nces and skills as they 
re la te  to th e posit ion you are a p p lyin g  for. It is im p orta n t  to d e m o nstra te  
evid ence of yo ur skills clearly. It is not enough to claim t h a t  you are  ‘a h ard �
work ing , f le x ib le t e a m  player, with e x celle n t IT sk il ls’; you need to be a b le  to 
provide evidence .

3 3 In pairs, d iscuss th e  followin g q uestions.

1 How long should th e main b o dy o f the le t t e r b e?
2 How m any specific points should you m a k e?
3 How will th is section ch an ge d e p e n d in g on th e jo b  you are  a p p lyin g  fo r?
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b Re a d  th e  fo llowin g e x tracts fro m cover le t te rs . For each e x tract u n d erlin e 
th e  two main sk ills t h e  a p p lica n ts d e m o nstra te .

1 My past e x p erience of working overse as has brought me a greater
understanding of international cultures and traditions, as well as a better 
a p precia tion of my own culture. T h ese  insights would certain ly benefit a 
multinational corporation , such as yours.

Skills: in te rcu ltura l aw are n ess / d e p e n d a b il i ty  / f le x ib il i ty / self - awareness

^ Within my role as a project manager , I a m responsib le for leading a team of five
people . W e  often have to work u nsocia b le  hours under difficult conditions. I 
ensure that tea m morale is maintained by regularly counselling tea m m e m b ers 
to ch ec k  they are coping with the d e m a n ds of the job.

Sk ills: f le x ib il i ty / la te ra l th in k in g skills / lan g ua g e skills / in te rp erso n al skills

3
Although I do not p ossess a ny e x p erie nce in the hotel industry, I w as a Holid ay 
Re prese n ta tive for Xtre me H olid ays for two co nsecu t ive  su m m ers, w h ere I 
learned that custo m er satisfaction is the k ey to su ccess in the sen / ice industry.
I im ple m ented a  new w a y for custo m er fe e d b ack  to be recorded , which helped 
Xtre m e H olid ays d eve lo p  the service  that they provide by identifying areas 
nee ding im provement . I believe I ca n  a p p ly the skills ob tained from my previous 
e m ploym en t to this position.

Skills: IT skills / custo m er service  skills / co m m u nica tio n skills / in it ia t ive

4 M  W.

This su m m er I work ed at Alton Towers T he m epark , w h ere I w as initially 
resp onsib le  for operating various rides. However , as I ca n  sp e a k  both Italian 
and En glish fluently I w as quick ly m ove d into the gift sh o p to deal with 
custo m ers. Work ing in the shop helpe d m e to learn the im portance of dealing 
with custo m ers in a friendly and efficient way. During this month I su g g este d  
ch an gin g the layout of so m e of the gift d isplays. T h ese  ch a n g es led to a 
significant increase  in the sa les of souvenirs.

Skills: custo m er service  skills / e n tre p re n e u ria l skills / le a d ersh ip  skills /
nu m erical skills

I h ave  a strong history of staff m anage m ent , working close ly with my current 
tea m on their personal d eve lo p m e n t plans, and understand my role assisting and 
promoting staff m e m ber su ccess .  I regularly se e k  fe e d b ack  on my p erform ance 
from my superiors and co lle a g u es to identify a re as I need to im prove in.

Skills: re lia b il i ty  / le a d ersh ip  skills / self - awareness / techn ical skills

C U n d erlin e  useful p hrases fro m th e  e x tracts which you could use in yo u r own 
cover le t te r . For e x a m ple in e x tract 1, Mu past experience o f ... has brought 
me a greater understanding of ..., as well as ...

d Id e n t ify  th re e  sk ills t h a t  you use on a re g u lar b asis and w rit e  th re e  
se n te nces t h a t  d e m o n stra te  th ese sk ills in actio n . Use th e  p h rases in 
Ex ercise 3c to  help  you .
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Matching your sk ills and experience to the position

In the b o dy of yo ur cover le t t e r it is essen t ia l t h a t  you a re  a b le  to d e m o nstra t e  
how your work  e x p erie nce and skills match the specific posit ion you a re  a p p lyin g 
for. To do this you need to:

•  read the job d escrip t io n  carefully;
•  identify th e  skills and e x p erie nce the co m p a ny is p ar t icu la r ly  in te reste d  in;
•  show any p ara lle ls with previous posts you have held o r o th er e x perience .

4 a In pairs, d iscuss th e  followin g q uestions.

1 How will yo ur cover le t t e r ch an g e with each posit ion you a p p ly fo r?
2 How will you know which skills a n d e x p erie nce to h ig h lig h t?
3 Sh o u ld  you highligh t skills and e x p erie nce even if t h ey a re  not o bvio usly 

re leva n t to th e jo b  you are  a p p lyin g  fo r?

b Re a d  th e  le t t e r  w rit t e n  by H an n a A h igren , who is a p p lyin g  for a jo b  a t  th e 
A ustra lia n  Em b assy in Sw e d e n , and a nsw er th e  followin g q uestions. A t th is 
stage , ig nore th e  g a ps in th e  te x t .

1 W h a t  posit ion is H a n n a a p p lyin g  fo r?
2 W h a t  is h er cu rre n t j o b ?
3 W h a t  su b ject  d oes she have a d egree in?
4 W h a t  skills a n d e x p erie nce does she h ave?

Dear Ms Tisdall,

I am writing in response to your advertisem ent for the position of Pu b lic Relations Officer 
and enclose my curriculum vitae for your consideration .

I am currently working as a  Press Officer for the Sw e d ish  Ministry of Industry.
(1) T in ts  e * p e n e v v c e  Uovs gv\g>tble<A w e  f a  gain a broad understanding of the
media and public relations. (2 )-— - monitoring the Sw e d ish  and foreign
media, and establishing and maintaining key m edia contacts. I also write press releases and
organise m edia events. Through the successful undertaking of th ese responsibilities
(3 )________________________ the Sw e d ish  political system . (4 ) - - - - - - - - - - - - - - - - - - - -
theoretical k nowledge attained as part of my university degree in Political Scie nce , and put
this knowledge into practical application .

Previous e x perience at the Sw e d ish  Em b assy in W arsa w  gave m e an opportunity to work 
with the diplomatic services. During my time there I learnt to prom ote the strengths of 
Sw e d e n  through public relations events, as part of a  team . Po la n d ’s entry to the European 
Union w as the main focus of the Em b assy at the time, which significantly influenced my
work there. (5 )_______________________ writing reports, organising official visits to Poland ,
and developing various internal and external projects.

(6 )_______________________ considerable e x perience in the area of public relations from
my years at university and su bseq uent jobs. I am confident that the com bination of my 
political scie nce background and relevant skills m akes me an ideal can didate for the position 
available . (7)   ideas and enthusiasm to the job.

(8 )   I am very suited to Em b assy work and feel this m ove would
be a logical career step . T he role of Pu blic Relations Officer would allow m e to develop my 

- existing skills in an environment in which my political, linguistic and diplomatic skills could be 
utilised to their greatest potential.

I would be available for interview at your convenience . I look forward to hearing from you. 

Yours sincerely,

RG.ny'iG. A h icySvi 

Ms Hanna Ahigren -
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C o m ple te th e  le t t e r  in Ex ercise  4b using th e  followin g p hrases.

a I feel I have sig nificant ly stre n g th e n e d  my k nowled ge a n d u n d ersta n d in g of 
b This e x p e r ience has e n a b le d  me to
c M y  e m p loy m e n t e x p erie nce leads me to the conclusion t h a t  
d M y  e m p loy m e n t e x p erie nce has e n a b le d  me to build on 
e I th in k  t h a t  I could bring 
f M y  resp o nsib ili t ies included 
g With in  my posit ion a t  work  I am resp o nsib le  for 

As you can see from my CV I haveh

d H ere  is th e a d ve rt ise m e n t 
t h a t  H an n a resp o n d e d  to .
In p airs, id e n tify  th e  main 
sk ills an d e x p erie nce th ey 
a re  looking for.

e  M a tch  the re q u ire m e n ts 
liste d  in th e  a d ve rt ise m e n t 
(a - i) to se n te nces fro m 
H a n n a ’s cover le t t e r  (1 - 6).  
So m e se n te nces illu s tra te  
m ore than one re q u ire m e n t .

;;

A ustra lian Em bassy: Pu b lic Rela tions O fficer
D e p a r t m e n t : Department of Foreign Affairs and Trade

Im m e d ia t e  Su p e rv iso r; First Secretary 

Sa la ry : SEK 18,000 per month (Tax free)

;io#v,v-«k

a Monitor the Swedish, Finnish, Estonian, Latvian and Lithuanian media 
(including printed and electronic) each day; prepare a summary of key 
international and domestic news items, 

b Monitor and prepare reports on international and domestic issues in 
Sweden, Finland, Estonia, Latvia and Lithuania, 

c Organise programmes for visitors from Australia, and provide support 
to Australian - based staff in relation to high - level visits, 

d Assist in the management and implementation of the Embassy's public 
affairs function and cultural affairs programme.

822 *̂

f

h

1 This e x p erie nce has 
e n a b le d  me to gain a 
b road u n d ersta n d in g  of 
the m edia an d public 
rela tions. _L_

2 With in  my position a t  
work  I am resp o nsib le  for 
m onitoring  th e Swe dish 
and foreign media , 
and esta b lish in g  and 
m ain ta in in g key media 
contacts.
 /  / ___

3 Through th e  successful 
u n d erta k in g o f th ese 
resp o nsib ili t i es I feel 
I have sig nificant ly 
stre n g th e n e d  my
k nowle d ge and u n d ersta n d in g of th e Swe d ish polit ical syst e m ____

4 Previo us e x p erie nce a t  the Swe d ish  Em b assy in Warsa w  gave me an 
o p p ortu n ity to work  with the d ip lo m atic services. D uring my tim e th ere  I le arn t  
to p ro m ote t h e  stren g ths o f Swe d e n through public re la tio ns events, as p a r t  of 
a t e a m .  / ___

5 M y  resp o nsib ili t i es included writ in g  reports, o rg anisin g official visits to Poland , 
and d eve lo p in g vario us in te rn al an d e x te rnal p ro jects / ___

6 The role o f Pu b lic Re la t io ns O ff icer would allow me to develop my e x isting 
skills in an e nviro n m e n t in which my polit ical, linguistic an d d ip lo m atic skills 
could be u tilised to t h e ir g re a t est  p o t e n t ia l____

m•sy//

Bilingual Swedish /English language and translation skills - both written 
and spoken
High - level understanding of Swedish government, economy, business 
and EU processes
Ability to prioritise, manage time effectively and work both 
independently and as part of a team 
Personal contacts in the media (desirable) 

i Experience in a public relations and / or a media - related field (desirable)

Please note tha t to be considered, applicants must address the se lection criteria 
when mak ing their app lica tions and a ll app lica tions must be in English.
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U n d erlin e  useful p h rases fro m H a n n a ’s le t t e r  which you could use in yo ur 
own cover le t ter . For e xam ple , I am confident tha t the combination of  mu ... 
and  ... makes me an ideal candidate fo r the position.

C o m ple te th e  fo llowin g se n te nces using th e  p hrases in th e  box fro m 
H a n n a ’s le tter .

As a result As part of my During my period of em ployment a t During my time 
having In  the course of my current job Since I  work with where I  gained 
While I  was a

 ̂ ______ WK ile  I <* t e a m  le a d er a t  G lo bal Co m puters, I in trod uced  new
q u a li ty control p roce d ures result ing in a 5 0 %  fall in custo m er co m plain ts.

a t Legal Solu tio ns,  I was resp o nsib le  for m ark e t in g
so ftware services.

:

d e gre e  co urse in Busin ess Stu d ies ,  I work ed  for thre e
m onths in th e  D a ta  Processin g  d e p a r t m e n t  o f a large co m p u te r corp ora t io n ,  
___________________________ e x p erie nce  in IT solutions.

^ ___________________________ St a r  En t e rp rises I gained  so m e k nowled ge of
a cc o u n t in g ,____________________________ assiste d  th e ir b o o k k e e p er for t h re e  months.

C
___________________________ I have b een resp o nsib le  for th e  o rg a n isa t io n  of

m

co n fere nces_____________________________ my k nowled ge and e x p erie nce in this f ield
have grown co nsid era b ly and I now feel ca p a b le  o f m anagin g eve n ts ind ep end en tly .

____________________________ peo ple  every day in a business set ting , I have d eve lo p e d
stron g in terp erso n al and co m m u nica t ive  skills.

C o m ple te th e  fo llowin g se n te nces so th ey a re  t ru e  fo r you .
I Wh ile  I w a s  I was in charge o f ____

2 D u r i n g ________________________ I w as resp o nsib le  for

3 As p ar t  of my d e gree co urse i n _________________________ a t
________________________________ I ____________________________________________

4 D urin g my perio d of e m p loy m e n t a t ________________________________ I gained

5 A t  p rese n t I am resp o nsib le  f o r  As a r e s u l t - - - - - - -

6 Since

In pairs, d iscuss yo u r rece n t w ork  e x p erience , o r t im e a t  university. 
H ighligh t th e  sk ills you fe e l you have d eve lo p e d  thro u g h th ese  e x p eriences. 
W h a t  a re  th e  main sk ills you have t h a t  m ake you m ore e m p loya b le?
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Writing an e f fect ive f inal paragraph
T he final p ara gra p h  of yo ur cover le t t e r  should round th e le t t e r off, leaving the 
re a d e r with a posit ive im pression of yo u r a p p lica t io n  and a d esire  to in te rvie w you

5 3 In p airs, d ecid e  w h e th e r th e  followin g sta te m e n ts a re  True (T) o r Fa lse (F).

1 T he final p ara gra p h  should e x press will ing ness to provide any fu rth er 
in form ation t h a t  th e re a d e r m ay w a n t____

2 It is not n ecessary to mention a ny ite ms (including the CV) you are enclosing /  
a t t a c h in g .___

3 It is p olit e to th a n k  the re a d er for t h e ir t im e and c o n s id e r a t io n .___
4 The final p ara gra p h m ay actu a lly  consist o f two sh ort  p a ra g ra p hs - - -

b Loo k b ack  a t  th e  cover le t t e rs  on p ag es 35 an d 3 9 . Did Ja n e  an d  H an n a 
fo llow th is a d vice?

C Re a d  th e  followin g p ara g ra p hs ta k e n fro m Brit is h  an d A m erica n  cover le t te rs .
W h a t  d if fe re nces in s ty le  do you n o tice?

1 I lo o k  f o rw a r d  to  h e arin g  f ro m  y o u  in t h e  n e a r fu tu re  to  sc h e d u le  an i n t e rv ie w  at 
a t i m e  c o n v e n ie n t  to yo u .  D urin g  t h e  i n t e rv ie w  I h o p e  to  le arn  m ore  a b o u t  y o u r  
c o m p a n y 's  p la n s a n d g o a ls  a n d  d iscu ss h o w  I m ig h t  co n t r ib u t e  t o  t h e  s u cc ess of th e

s e rv ic e  t e a m .
� : ;v. " •* •• • :> . f - ‘ ‘ • ; •• v, •: • • .. /- & * I

Si n c e r e  re g ards ,
� - Y . .  . . . . . . .. . ,4,. .. .. .. .. .. .. .. .. .. .. . b ................   ***» �

•• I• �- !'

. ... V i - * - ![f "T ’111 %!!; I II!' I! II !' ;; ” • -s k  n. »  w r

2 Should you have any queries regarding my application, or require any further information, 
please do not hesitate to contact me. I would like to thank you in advance for your time and 
consideration.
1 look forward to hearing from you.
Yours faithfully,

: r.- - t: *08% '%  ̂  ̂̂  '*• # ft f< g % | * If £ $ " g ” H!  ̂®  ̂ ^  >

Yours truly, y '
� - ii �? W W W  W ®  tovm nm s* ... . ,

*  V- «  ? � ... in ... ’!• . .. II .. ...” "• : • " *•     ... „ ,......•// '</ //// 'W, ^ /A .»<  //A. //A. .......
:................ •" ::: "'-I' ki- �» �'£ '#*VWr ar. «• kr: H<T.; .. IK- ....

4 Yo u wil l find enclosed a copy o f  my curricu lu m  vitae , which gives further details o f  my
education and my career to date. I  would welcome the op portunity to discuss my professional 
history and qualifications with  you in greater detail.

rrh a n k  you in advance for your consideration .

Yours sincerely,
V  n "• f  �� ................. n 35 If  b . J f  "   :  :: * gMf fc » -  9   "  ; ''    •. ..................... ...  | .............................

d  In p airs, d iscuss th e  fo llowin g q uestions.

1 Which  e x tracts m ost closely follow th e a dvice  in Ex ercise 5 a ?
2 Which  a p pro ach do you p re fer and w h y?
3 Which  a p pro ach would be most su ita b le  for th e co u n try you a re  a p p lyin g  for

work  in?
4 W h a t ,  if anything , would you need to chan g e if you wa n te d  to use one of these

p ara g ra p hs in yo ur own cover l e t t e r?
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e  Re a d  th e  followin g fin a l p ara gra p hs . W h a t  do you th in k  is good o r bad 
a b o u t th e m ?

1 M y  e x p erie nce and o t h e r techn ical skills are  too e x te nsive to be 
listed here. I would a p p recia t e  th e  o p p ortu n ity to m e e t with you to 
discuss my cre d e n t ia ls a t  yo ur e a r l ies t  convenience .
I look forward to h earin g  from you .

I would welco m e th e o p p ortu n ity to discuss with you how I might 
co n trib u te  to yo ur co m p a ny in fulf illing its p rese n t goals. I will be 
ava ila b le  for a p p o in t m e n t from 1 st Ju ly .
T h an k  you in a d va nce  for yo ur co nsid era tio n .

.... . ...  . . g  . ...  . ...  . ^.  . i . . ^  ^   .% t o ,  , „ v . . ...  . ...  . ..  . ...  j  ^  'M  ...  i:- !»- ...  .15.

f  ^3A  Listen to recru it m e n t co nsu ltan ts , G race  and O liver, d iscussin g th e 
e x tracts in Ex ercise  5e. W h a t  a dvice  do th ey g ive? Do you a g re e  with t h e ir  
co m m en ts?

g  T hin k o f a sp ecific jo b  you would like to  a p p ly for. W r i t e  yo ur own closing 
p ara g ra p h  using th e  p h rases in th e  box an d  id e as fro m th is sectio n .

I  look forward to hearing from you .
I  would welcom e / appreciate the opportunity to . . .
Please do not hesita te to contact me.
should you have / require ...
Thank you in advance for your tim e and consideration .

Using appropriate language
W h e t h e r  a p p lyin g  online o r sending yo ur cover le t t e r through the post , it is 
im p orta n t to wri t e  using a p p ro p ria t e  language . A ltho ug h informal language 
may so m etim es be acce p ta b le  in cover le t ters, m ore formal a l t e rn a t ives will 
cre a t e  a more professional im pression .

6  a  C o m ple te th e  followin g ta b le  using th e  w ords in th e  box .

about ad ditional contact employer employment ensure give 
looking more receive request require show talk  about t e ll want

In form al Formal
get — �  1 y e c e i v e

extra — �  2 - - - - - - -

3 _______  — �  would like

need — �  4 - - - - -

5 _______  — �  discuss

get in touch with — �  6 - - - - - -

7 _______  — �  concerning / regarding

make sure — �  8 - - - - - - -

 9_______  — �  provide somebody with

1 0 _______  — �  inform

boss — �  1 1 - - - - - - -

1 2 _______  — �  further / greater

1 3 _______  — �  searching

ask for — �  1 4 - - - - - - -

work / job — �  1 5 - - - - - - -

1 6 ________ — �  demonstrate
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b C o m ple te th e  fo llowin g se n te nces using th e  fo rm al w ords in Ex ercise  6 a. In
se n te nces 4 an d 5, why is should  used inste a d  o f if?

1 I am writ in g  in respo nse to our t e le p h o n e co nversa tio n on 9 th M a y 
veggiwAing th e secre taria l vacancy.

2 I have rece n t ly g ra d u a te d  with a M a s t e r ’s d e gre e  in co m p utin g and am 
c u r r e n t ly___________ for s u i t a b l e __________ in th e  e lectron ics field .

3 I would a p p recia t e  th e  o p p ortu n ity to m e e t you , w h ere I c o u l d - - - - - - - - - my
skills, ca p a b il i t ies and professional e x p erie nce i n - - - - - - - - - detail.

4 I would be ha p py t o __________ y o u ___________ f u r th er re ferences should you

require the m .
5 Sh o u ld  y o u __________ a n y ___________i n f o r m a t io n  my a p p lica tio n ,

p lease do not h esit a te  t o __________ me.

C Re w rit e  th e  u n d erlin e d  sectio ns o f t h e  followin g se n te nces using m ore
a p p ro p ria t e  form al language . Try to  use th e  word in brack ets.

1 I am writ in g  a b o u t  yo ur ad for a Busin ess D eve lo p m e n t M a n a g e r in The 
Econo m ist, (response] in yesponse Fo yo ur gn^vev - Hsewenf - - - - - - - - - - - - - - -

2 I am writ in g  to ask  if yo u ’ve got a ny vaca ncies a t  the m o m en t in yo ur hu man 
reso urces d e p ar t m e n t ,  (c u r r e n t ly] - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

3 I am writ in g  to a p p ly for th e f in ancia l a d m in is tra to r job , (p o s i t io n]__________

4 As you will see from my CV, my e x p erie nce and q ualif ica tio ns a re  w h a t  y o u ’re 
looking for, (r e q u ir e m e n ts] - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

5 The m a n a g er of yo ur Mila n  Bra nch  told me to ge t in touch with you a b o u t 
th e op enin g for a m e dia consultan t , (r e co m m e n d e d]________________________

6 H ere 's a copy of my CV, and I look forward  to an o p p ortu n ity to d e m o nstra te  
how my professional e x p erie nce and skills would b e n e fi t  St a r  Electronics, 
(a t t a c h ] - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

7 If vou need anv m ore info a b o u t  my a p p lica t io n ,  p lease do not h esita te  to 
co n tact  me. (s h o u ld)________________________________________________________

8 T han ks for yo ur t im e and co nsid era tio n ,  (w o u ld ) - - - - - - - - - - - - - - - - - - - - - - - -

d T he followin g e x tract fro m a cover le t t e r  is to o in form al. Re w rit e  th e  
e x tract using a p p ro p ria t e  form al language .

Dear Sarah,
I saw your advert for a job as a secretary  on the  Internet last week. I want to  apply 
for the  job.
I’ve been working as a secretary  at Gordon’s Financial Services in Barcelona for 
the  last three years, but I’m looking for a new job in Milan because my husband 
has just got a new job with his com pany in Milan.
I’ve heard a lot about your company. I think it’s one of the  biggest financial 
service com panies in Milan. I’ve worked for years in this area (over six years) and 
think that this has given me the  experience that your com pany needs.
If you want to meet to  talk about how my skills and experience can benefit your 
com pany in the future, 1 would be happy to come in and meet you.
Kind regards, Jane
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Writing a cover le t ter
7 3 Look a t  th e  e x a m ple o f a bad cover le t t e r  t h a t  Felix  se n t Vicky. In pairs, 

d iscuss th e  m ista k es he has la b e lle d  (a - o).

f

n

Baklrick College 
Swinton 

SW4 8BT 
Natl987@bcs.ac.uk 

PrincessNL@gmail.com
14 O ctober 2008

Ace Consultants 
45 Strand
London WC2 8LK 0
Dear Sir or Madam,
I would like to  apply for a job at your com pany when I g raduate  this 
summer.
1 have always w anted to work with a strategic managemej
consultancy  firm which helps it’s sjients make lasting and_______
substantial improvem ents, and I cannot imagine a be tte r  place to  
work than  Hillier and Thom son, m --------------------- -----------------------
1 am extrem ely confident that my university course  has prepared  
me f n r a eareer-ija. m anagement. Whilst at university 1 had a num ber 
oTparbtim e jobs and I would say tha t my main strength  is my 
ability to get on with o ther people. 1 am a very  sociable person  and 
through a range of social activities I have perffected my outstanding 
com m unication skills.
As you will see from my CV I am not familiar with many com puter 
[)Togrammes, but I would like to  learn and am sure tha t I would pick 
things up quickly. 1 really want a job which will g ivejne  the  chance 
to  travel, as this is a particular in terest of mine.
I would be truly grateful to be invited for an interview and to  be 
given a chance  to further discuss my application.
Yours,
Natalie Laurent

I
e

9

s .m

m
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b M a tch  Fe lix ’s a dvice  (1 - 1 5) to  th e  a p p ro p ria t e  p a r ts o f the cover le t t e r 
(a - o) in Ex ercise  7a .

1 Find a n a m e d person to writ e  to.
2 M a k e  yo ur le t t e r specific to each co m p a ny you writ e  to and m ak e it cle ar 

w h a t  jo b yo u ’re a p p lyin g  for____
3 D o n ’t co py p hrases from w e bsit es and brochures. Use yo ur own w ords -- -
4 M a k e  sure the na m e of the co m p a ny m atches th e  one in the a d d ress -- -
5 Research  and be cle a r a b o u t the jo b  you are  a p p lyin g  for. Stra t e g ic 

m a n a g e m e n t consult in g is not th e  sa m e as m a n a g e m e n t____
6 Mista k es of spe lling and g ra m m ar a re  u n acce p ta b le  -  a lways double - check .

7 M a k e  it cle a r w h a t  you bring to th e  org a n isa tio n ,  not just w h a t  you can gain .

8 D o n ’t a p olo g ise for skills you h ave n ’t got, esp ecia lly w h ere th ey a re  not a 
str ic t  re q u ire m e n t of th e  jo b____

9 D o n ’t e x a g g era te  yo ur level o f skill. A lw ays use e x a m ples to su bsta n t ia t e  
w h a t  you s a y .___

10 End yo ur le t t e r  ‘Yours sin ce re ly ’ (if to a na m ed person) o r ‘Yours fa ith fu lly ’ (if 
n o t)____

11 Be  polite an d respectful bu t not e x cessively s o____
1 2 D o n ’t be va g u e a b o u t  yo ur a p ti tu d es.  M a k e  sure you know w h a t  th e

recru it e r is looking for and then provide specific evidence , highlighting key
p arts o f yo ur CV____

1 3 D o n ’t s t a r t  all / most p ara gra p hs with T . ___
14 Use a p ostro p h es correct ly (here its not i t ’s)____
1 5 J u s t  give one e m ail a d d ress (keep this plain and se nsib le)____

C Re w rite  th e  cover le t t e r  in Ex ercise  7 a , using th e  lan g uage an d a dvice  fro m 
th is unit. Then co m p are  yo ur le t t e r  with th e  m odel le t t e r  on p ag e 111.

d Rese arch  a re a l jo b  t h a t  you would be in te reste d  in a p p lyin g  for. Sp e n d  
so m e t im e  rese arch in g  th e  co m pany an d th e  p ositio n in m ore d e p th . Thin k 
a b o u t th e  sk ills and e x p erie nce t h a t  you have t h a t  a re  re leva n t fo r th e  p ost 
an d then w rite  a cover le t t e r  fo r th e  job .
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