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Reading Selection 6.3

Lesson No. 18

Writing Letters

29 be

www.topstudyworld.com



www.topstudyworld.com English

Advertisements and Job Applications

Job applications are vsually written in response to job advertisements (or ads) or

announcements in newspapers and over the intemet.
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A job advertisement usually has the following details:
L e J i i op i Lo

e Position: The type of position or post or designation;

o il >
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e Qualification: University qualification, such as a Bachelor/Masters/PhD
degree or some professional qualification (MBA/Engineenng/Medical,

efcC.
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o Experience: Senior positions require vast expenence; however, junior

positions Moy or may not requre cny expenence;
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e Person specification: May specify in detail the attnbutes or key skills an

employer is locking for in the person they wish to hire;
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e Job description: May describe the type of work the hired individual will
have to camry out, detailing all the responsibilities and the person he/she

wovuld report to;
l:/i.ujiei,f;u..:/'zq.JLLzJ/dL_.&c‘iJ(b’w:J:JJJM;LL .
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o Salary: A salary range may be clearly specified along with perks and

English

privileges or may simply sqQy that ¢ competitive package will be oftered. If

the government job, the pay scale (PS) may be mentioned;
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o Selection procedure: May say how the selection will be made: shortlisting,

test, interview, practical demonstration, etc..
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e Application procedure: Whether a form needs to be filled in or an

application with a resume or CV will suffice:
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o Last/Closing Date: Will clearly mention ‘he closing date for the receipt of
applications beyond which no gpplication will be considered. May also
mention the dote by which appliconts should expect to heaor from the
employer. Some announcements may also indiccate the date of the

interview so that applicants may make sure they are available by then.
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A Sample Job Advertisement

PA P PR

Read the following advertisement carefully and make a list of all the information

It provides in the light of the above list.
JJ«-’JJKJV,,'?.UfL'-_J/"-‘L{'J&Lr"’d/bk/'u'f/iu:ﬂ;’btf/&'zbf;’dli.z/#
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Millennium High School

Secondary School English Teacher Reguired We are seeking an innovative and
qualified Secondary School teacher to join the English faculty at our lecding co-
educational school. You will be a hordworking and enthusicstic tecching
professional with excellent subject knowledge and a sound understanding of
the National secondary school curriculum. The position will involve teaching

students in Years 8 to 12 and also assisting In the encourcgement of extra-
cumcular activities. The applicant will be ¢ motivated individua! with a keen

interest in encouraging and inspinng Students to love learning and excel in the
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subject area of English You will have o Master's degree in English with @
Bachelor/Masters in Education from an HEC recognized university. You should
have ¢ minmum of FIVE years of teaching expernence at the primary or
secondary school level. You should also be ready to receive on-job training
dunng working howurs. If you are ¢ woman and have the qualifications,
attnbutes. and skills mentioned above, you should apply in confidence to the
address given below by the closing date of 15 August 2011. We offer o
competitive salary packcge commensurate with expernience with excellent

career advancement opportunities.
Please submit your cv/resume and cover letter by email to

pnncipgl@millennium ss.edu

CV and Résumeé

VNN

Although Curnculum Vitae (pronounced ‘ka rik jo.lom vi:.tai/ VEE-tal or
ka.rikjaiom 'vital gbbreviated as CV and Résumeé (pronounced 1 2ju:m or 1 ZU:M

can be used interchangeably, there are distinct differences.

e Inthe United States. Canada and the United Kingdom (and the rest of the
world), a CV is used in academic circles and medical professions as a
reploccement” for arésumel and s far more comprehensive. A CV

elaborates on education to a greater degree than a résume does, and is
expected to include a comprehensive listing of professional history
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including every term of employment, academic credentials, courses
taught, publications, contnbution or significant achievement. In Citain
professions, it may even include scmples of the person’s work and may run

O many pages.
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e Aresume, on the other hand, is a document used by individuals to
present their background and skills. A typical resume contains a summary
of relevant job experience and education. In many contexts, a resume is
short (usually one to three pages), and directs a reader’s attention to the
aspects of a person’s background that are directly relevant to a particular
position. Many resumes contain keywords that potential employers are
looking for, make heavy use of active verbs, and display content in @
flattenng manner. A resume is @ marketing tool in which the content
shovld be adapted to suit each individual job applicction and/or

applications amed at a particular industry. °©
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Note that resume is rarely used in the United Kingdom., if at all. In the UK, a short
CV (one to three pages) serves the same purpose as that by a resume in the US

and Canada. Remember, there is no single, comrect format for the resume or
CV.
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Résumes should be:

e Bold, clear, easy to read and error free
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e Brief but detailed, refemng to your skills and competencies which relate

to the job you are applying for
e Structured anew for each job

-ggthgc;ﬁ,,lduT._}ufi,u:ag .
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CVs should be:

e Bold, clear, easy toread and error free
e Long and detciled, refemng to your qualifications, ccocdemic credentiols.
courses taught, publications and significant achievements

e May not be structured a new for each job
S drgr-g
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Eliza Bennetft

33 Pride Lane, Pembury, Derbyshire, DE11 8YR

Date of Birth: 15 Mayi970 Home: 01234 56789
Nationality: Brifish Cell: 07891 855555
Full Clean Current Driving License Email Address: e.bnet@yahoo.com.uk
My Objective:

Io enter a graduate training programme in multimediaq, preferably in the new-
medic sector where my creative initiative, ideas and ¢ genuine enthusiasm

wovuld allow me to progress.
Academic:
2005-July 2009: University of Kent
Upper Second Class Honors (2:1) BSc Multimedia
Technology and Design with a Year in Industry.
Modules included:

e Introduction to Internet
e Virtual Worlds and 3D Modelliing
e Jechnology - HIML, Java, XML
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e Intemet and Multimedia Platforms
e Digital Photography

e Visual Effects and Compositing

e Multimedia Applications

e Multimedia Studio {l involved

e Introduchon to Programming - C#

e creating a 10-minute documentary
Group project:

The aim was to create a 5S-minute 3D animated version of Pride and Prejudice.
Production involved using all of the major aspects of Alics Maya, whilst also
allowing me to extend my skills in other post-production software, such Adobe

Premiere and After Effects. | cchieved well above average marks for this project.
Technical Skills:

e Alias May
e Macromedia Flash, Director and Dreaomweaver
e Adobe Photoshop, Premiere ong After Effects

e Microsoft Office and Visual Studio

2003-2005: New College, Pembury
‘A’ Levels Computing A
English Literature C
History C

1998-2003: Wickham School, Derby

10 GCSEs grade C and above including English; Mathematics and Science
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Page 1 of CV for Darcy Austin

Eliza Bennett

33 Pride Lane, Pembury, Derbyshire, DE11 8YR

July 2007- Persuasion Ltd, Winchester

Aug 2008: This was the placement year of my degree course where | was based
N the Web Design Department of Persuasion. Duties included developing

applications for chients as well as administrative tools for use within the
department. This position called upon many skills | had learmed as part of my

degree and tested my ability to put them into practice in a Veal world’ situation.
Aug 2006 = Knightly International, Canterbury

This was as a temporary telesales person where it was my job to -phone local
residents informing them of the benefits of becoming a member of a prestigious

local hotel. | feel this position greatly enhanced my communication skills.
May 2004- PW World, Derby
Oct 2005 Part time sales assistant at g busy computing store.

Aug 2004 —Mobil Oil Ltd, Croydon,
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Work experience in the |.T. department in Croydon. Work involved responding to
staff's technical problems and rewiring the network cebling in @ newly
refurbished section of the building.

What do 1 do in my spare time?

e | am akeen swimmer and have cchieved bronze and silver ASA lifesaving
awards.

e | enjoy attending concerts and recently started to teach myself to play
the guitar.

Referees:

Dr. A Smith Jean Austin

Lecturer in Multimedia senior Designer
Department of Electronics Dept 4
University of Kent Persuasion Lid
Canterbury Cothedral Terace

Kent Winchester

CT2 7DF Hampshire, PO4 4RR

Tel: 01227 824777

Tel: 02392 564839

Email: asl 1 1@kent.cc.uk email: jo@persuasion.com

Page 2 of CV for Darcy Austin
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Job Application or Cover Letter

The purpose of an application letter sometimes called a cover letter, is to:

introduce yourself (the applicant):

advise an employer of your current circumstances and/or your future
intentions:

acknowledge the type. and source (if advertised) of a vacancy sought

outline major claims to the position by refermng to your competencies,
skills,

qualfications and experience;
encourage an employer to take o closer look ot the resume or CV;
convince an employer that further consideration should take place (to be

called to an interview, for instance).
o L"l.k(/':.} A Byl B2 b}f‘;’/)-’g
- Cot t'/J/UU" (L- ai:):w”};z)) ¢

..b_)cw"fun'z'../_ﬁ&r'En'&Ub.z,/&.;.’/ﬂ’ .
-t/ﬁ/aziz"ﬁJJL’Tﬁ’w(;?L_‘,(E’ /lﬁ;':”ﬂ) o

www.topstudyworld.com

English



www.topstudyworld.com English

fl&KU;E;"(__Z:—ZL:—»{LL’?Ld__./?:z:'gn'»"':u;/b(:u?ﬁ'&’ .
-t/
-t/d'?'y?‘(é)—';}"f'}-;g,;d,-‘f (;Uf:(:—!:_(./ !(/’T .

-((—-b EuAL{,/:'J{',q./}bz/—da‘)é}lgtﬁz}f{/-é L/JU!(/’TJ{’ .

G’}L((L’:L/j) < BLKC)‘A-R;J/'?AG_ &’LJE«"_(&::_E;L&;

_é;.tgl:n‘jb’}"-f_' .;'_.L.:«K;’(",;M'(In;'Lk&id'—uni;&lyf

Key points to remember for the letter:

e Dbe prepared to change the droft around as people offer advice:

e put personal details as near as possible to the rght-hand top, so it Is eqasy
to

e findin a pile of letters;

e make sure any contact number is accessible, otherwise use an additional

e One Qs back vp:-

e use q Statement like "As you will see in my attached réesume .. . ". to draw
attention to important skills, etc.

e review your letter after a couple of intervals, so it can be reviewed In O

fresh light;
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e use aword processor or type the letter unless an employer specifically
asks for @ hand written applicction;

e If word processed. clways use a spell and grammar check, or have
someone proof recd it;

e Always keep ¢ copy of your letter (in case an employer calls to query
something, or to tcke an interview;

e do not submit an gpplication that is crumpled or soiled, or hard to read.
:oh’i’(‘:lu:é/:gééb
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Use the job advertisement and/or job description to your advantage:
:¢/JU;"¢3WL'—' au,‘f;«;u- .l:/b?:" 6 lh

The job ad and/or job description will tell you what the Company is looking for in
a successful applicant. The ad might say for example that "the successful
applicant will have expenence of using databases and data entry as well as

report wriling abilities”
/ -
- . 4 ' i 3
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Get pen and paper. For each requirement:

e Make a note of it;
e Wnte down how you meet it;

e Come up with an example showing how you meet it
:J(‘;A'}KJJQZ—L&A/J«QA
At
-nid_/c.J’/f/j .

i SindeiifTevi ni Sl Jeddi .

For example:

e Excellent communication skills
e | have excellent communication skills”
e | was asked to coach two colleagues on improving ther communication

skills last month

IVL L,Jl:f'
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If you cannot meet a requirement of the job advertisement or job description,
don't ignore it. This iIs becouse most employers score job applications against
ist of cntena. They used these cnteria to wnte the job descrnption and probably
the job ad too. If you fail to cover one part of the job descrnption, you'll lose
marks — and that might mean the difference between you getting an interview

or not! ‘Instead, be honest, but positive.
c_‘l-u".:,/;f";'i'};;é/xd/%&/’/)‘(—}‘:#;‘(&’;u’ E/Lf';’égéyzu-rtﬁ
- 52’75/&L«L&J kLEC—'d/’(U ‘A:v:,&":;»g'_-ié-’}lkﬁr;»l;;f/f-q;—
;«;w/ﬁJJu’vJ,féf_gL ;.A,L_:;lf. =il sl s J.:’if;«;u-i.wfl
{__"-,Li_ig/:' u{' _/Uv K)o ----V{» J//;rLrKLJL/Jf;Jﬁ .{'[_
s y’./’»"l_._;i.lgi‘fg' < e n 326
For example, if the ad asks for 'expenence dealing with customers on the
phone’, which you do not have, there i1s nothing wrong with wnting this for
example: | have a lot of expenence dealing with customers face to face cnd
am confident thot the skills | have will allow me to deal with customers on the

phone just as effectively”. . You would at least get a mark for this, perhcps 2,

since you suggested that the skills needed are much the. Same, which is true.
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Mirror the language in the advertisement and/or job description:

U/J‘./dl:)uff-'wffj&i!k:u:&bbf’"

when wnting your employment application, always fry to descnbe your skills
using the lcnguage of the ad and/or job description. The person who wrote the
job ad or description thought hard cbout the words they used to gescribe the
job. Look at the adjectives they use like ‘exceptional’, ‘excellent’, 'great’, and
‘good’. If your expenence and skills match the ad then use the adjectives from

the ad in your employment application.

R TR AP T
db_fuf/L(JJL_né../JV"UL_,O_'/.’;J&";U'QQCWU:‘ :«f'y’,:JJ/.,A
. . < . : : .S
LiJorifcnipend son g Sei6cibi P oas)

w:b,'(:a&.,b,.:u.‘_;r“g a»”i/s;z;.:-a"i_b"-_éJU;"EW’J«:"&f;_—J’é-
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For example, if the adverfisement or job descrniption asks for extensive
experience, do not say you have "¢ lot of expenence, use. "Extensive” as they
did. You will also need to back up any statements you make with relevant

examples.
L/-"/:’-u::‘:z_(-nfyané_g/;wvé_jg,Jf;Jy;uE,L:-,:,ﬁwbi_dw
L”a:’f”-g”bi'f%’(dkfu‘(u:?;”/dvv’w dl i E e
oy e A

* Language:

Use Plain English. Don't flower-up your language unnecessarily. A job application

should flow. It Is s©O much easier to read, when it's written in simple terms.
oL
- ;U_;d//;/}bdd/"/:; !(UIL/JJ )/(JL':"JZ./"ML/ .

o)L;U‘UEC_’;Q‘/fu:u?llv-"vbig’--ék&ﬂf&'?z:f&’iw .
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* Length:

If filing In ¢ job agpplication form, and it does not give you enough room in the
“Why do you want the job™ section, write (type is better) your answer on @

separcte sheet cnd attach it to the gpplication form, But don’t write an essay.
One page of Adis enough. More than this andg interviewers tend to get bored,

especially if they have 30+ job application forms to read.
e
.fdb’u:"-ugféﬁ "g:_lg,u’:(&'.iu- u::;"u::‘-u' il A J"}z)‘f&’;u'ﬁ .
YR AT SOCTICRPE 0 (ORI R s
Syl ey ule e J62 P Pad O

-2 2230+ r/U &");/)JJ-’}U- Jd'ﬁ/{,/}"

Bullets and Spates, elc.

Break your text up with bullets where appropriate, like lists. Break your text into
small paragrophs. It's easier on the eye. If you follow this guide ond the example
job application given next, your job application will stand out! It will miror the

job critena perfectly, look professional, be easy to recd and convincing.
00 1 & 9/3’;}!/

'C/Jd’?/" WoiL ibLurf/[c}&r'r:g’PdLﬁ
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Addresses:

1) Your Address:

The return address (your address) should be wntten in the top nght-hand comer

of the letter (avoid putting commas or full stops ct the end of lines).
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2) The Address of the person you are writing to:

The inside address should be written on the left, starting below your address.

e L7285

et Op b p i i fe L e o A

Date:

Ditferent people put the dcte on different sides of the page. You can wnte this
on the right or the left on the tine after the address you are wrnting to. Write the

month as a word — 10™ Apnl 2010.

:5’1(7

J)ufl:uf'mﬁé,.iu—" "y ;ﬁd_/'bgz.';'@t,;_)l/' __af""‘f;;s’w@ i
~2010_ £/ lo,ﬂ‘ﬁ.;ub/_ £ .ﬁ,:z,»é,ﬁ,/ﬁ

Salutation or greeting: Lv:( ,g_,oTj 4’ b

1) Dear Sir or Madam, .
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If you do not know the name of the person you are wnting to, use this. It is always

advisable to try to find out @ name (a comma is needed).
Rl A v
AL j"/‘}/é_./jlt(r.:/dw"lt;n;_/:ﬁfd.;n;(#‘(l:Kud;uf'u::;/'
-(:r.&,,/é‘}/z..b’éf’).;.fd_}

2) Dear Mr. Jenkins,

If you know the name, use the title (Mr., Mrs., Miss/Ms., Dr.., etc.) and the

surmname only. If you are wnting to a woman and do not know if she uses Mrs. or
MIsS, you can use Ms., which is used for both mamed and single women. (Note

the comma after Jenkins). Do not use a tull stop after titles, such as. Mr. /Dr. /Mrs.
efc.

g,
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Ending a letter:
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1) Yours faithfully,

If you begin your letter with 'Dear Sir/Madam,’ end the letter this way.

Vg2

_9/(56/“)"1:5’12_./6:/: ilrL ,’/? Eac./f/:"b?l;’(’ﬁ

2) Yours sincerely,

If you begin your letter with 'Dear Mr. Jenkins', end the letter this way.
SEPp NIl S L A1 i)

3) Your signature,

Sign your name, and then pnnt it undermneath the signature. If you think the
person you are wrting to might not know-whether you are a man or a woman,

put your title in brackets after your name.

:b;’)é—-/l;:;
:ﬁk;i.(-/u‘;ffni_/dté:(-ﬂgu:él_ftq.'a_'.:;u',/bf’;i/.(té_'

~ ! H‘mi(fé_’;&/f l.._:/('-fn t‘:'b_qu_o'aﬂ;_/
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How to Write a Formal Lefter: :u{ﬁ 4( W

First paragraph: <7 bt

The first paragraph should be short and should state the purpose of the letter —

to make an enquiry, complain, request something, etc.

_Z:EP’.;'_L;:iJ’(-Qa L'/u":;é::-%t/dl:*‘;’ b’ﬁn’g_"-tgbn/g_"' A

Middle Paragraph(s):

The paragraph or parcgraphs in the middle of the letter should contain the
relevant information behind the writing of the letter, Most letters in English are
not very long, so, keep the information to the essentials and concentrate on

organizing it In a clear ana logical manner rather than exponding oo much.

:J'ﬂt,‘;lg‘/)
JKJU&LW.;‘;’E;LLE:éb;u:J' '/-_;,EJLJ'//'/é fgt;'néééb;
LLM»EJ&:@;'Q’C&G&A/J’J(&LWJ-Lﬂjéb)”;/—v&;dd&/” ~-Jk

-é:—k;dxz";i;agé—///d:z'w’J"/"JUJ:.('LU'
Last Paragraph:
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The last paragraph of a formal letter should stote what action you expect the

recipient to take — to refund, send you information, etc.
S s Al
)---3:2"_(,50(‘_}’# J((’C.L'; L_/Jr": fq_:'.L; U/(dl_f_j_)'ﬂ/-_‘j/&?[_ b«;g"/-"{'

-Oﬁ;,f;’Lfl"J;é"ﬁ”(d&,/

Example of a Formal Letter with layout: Lf.’__—) —’ /s S Eps W, JJ

: 25 b

The example letter below shows you a general layout for a formal letter. Note
that in this example, the date appears after the recipient’s address before the

salutction.
6tu:i_/k/'¢/&i-4_wgt=.:__.é}'kfr" ..«{' pd’,;{l V::‘-b; b’i_r;a(.é,:é.

-ci'_.‘;ﬂ/:lf &'&- ! J&'//!'M,LZ':-L .'.'.-',d_./Jr’:(b?)

Mr. Hassan

The News
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107-The Mall Peshawar
30 Sep. 2014
Dear

| am writing to enguire about the possibility of holiday work with your company
this summer. | am very interested in gaining some experience working for a

newspaper.;

For the last two years | have been editor of the student magozine at my
school. Next year | am planning to do a one - year course in newspaper

journalism.

| have good computer skis and accurate written English.

| very much hope you have a vacancy for me. | enclose ¢ copy of my CV
‘I and look forward to hearing from you soon.

Your sincerely

Muhammaod Zi1ad.,

Abbreviations Used in Letter Writing:

The following abbreviations are widely used in letters:

e QSAp = Qs SOON as possible

e CC = carbon, copy (when you send a copy of a letter to more than one
person, you use this gbbreviation to let them know)

e enc. = enclosure (when you include other papers with your Letter)

e Pp = per procuration (A Latin phrase meaning that you are signing the

letter on somebody else’s behalf; if they are not there to sign it

themselves, etc.)
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e Ps = postscnpt (when you want to add something after you've finished
and signed it}

e PTO (informal) = please turn over (to make sure that the other person
knows the letter continues on the other side of the page)

e RSVP = please reply (Fr. Répondez s ‘il vous plait)
:awﬁfi_cﬁJW'u:ﬁibP
o g g T Al o
:Z—LLl’.uf'/;ﬂf’C’Ef«’—u‘;-’@fﬂ‘ﬂﬂu‘oﬂ Sy
(n S J #
(ﬂ;‘f;l;b’z_/”;u[.E(’.,-z)tn;ﬁ?:d'u;ldl .
;f:r,éi_/;?',/,gu,/'/c,. .,_Js’j.,é’ﬂu;{')ﬁu,u!:,; : dd o
(et S5 L P o d i
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EXERCISE

1. Write a job application in response to the advertisement already
studied. Also prepare your CV for the position,
2. Rewrite the model letters given below by following the layout given

above. You shovuld provide the recipient’'s address, date and the

sender’'s address.

Other Model Letters

These letters are useful for students who want to learn how to write particular
types of letter in English. There is an application for a job, a letter o a newspaper

and two complaint letters. Use the templates given above.

COMPLAINT LETTER FROM BUSINESS TO BUSINESS
Dear Mr. Abuzar Khan,

| recently received a letter from Mr. Bangash, a valued customer of ours. He
purchased an ltalian coffee table and four French dining-room chairs from us,
which your company delivered to his residence. He has wntten to complan that
the purchases amved damaoged, We pride ourselves in the quality of our
products and would ke an explanation ¢s to how this mishgp occurred. Even
though the items are insured, our reputation is at stake: | would be most grateful
if you would reply as soon as possible so that this matter can be resolved to

everyone's sahisfachion.
Yours sincerely,

Akram Khan Customer Services Manager.

COMPLAINT LETTER FROM A BUSINESS CUSTOMER TO A TELEPHONE COMPANY:
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Dear Sir,

| am writing this letter to complain in the strongest terms about the poor service
that

| have received from your company.

We signed up to your telephone and internet service package two months ago
because your advertising suggests that you are better than Telco. In addition,
you promise to deal with problems quickly and efficiently, something that Telco
were unable or unwilling to do. However,' in the frst month of service you

managed 1o

Cause me to lose two days' worth of business because of poor administration.
The main problem was that you failed o provide me with the correct telephone
number, 9818 8747, that you had promised when | completed the contract. This
phone number was an established business line which | hcd been using for the
last three years. Obviously, this meant that my clients were unable to contact
me and it cost me many hours of phone calls to resclve the matter with your

support center. | would appreciate it if this situation could be resolved and o
substantial rebate offered on my first three months' account.

| look forward to hearnng from you soon.
Yours faithfully,

Khizar Khan

A LETTER IN APPLICATION FOR A JOB
Dear Sir/Madam,
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| write to apply for the position of student assistant that | sow advertised on your
website. | am interested in working in the teachers’ resource library, or.in the
accommodation depcrtment,

| have recently graduated from the IB A, Karachi, and received high grades in
both my English and Business Courses. In addition, we had to use all of the
Microsoft Office programs in the preparation of our finished assignments, so |l cm
able to do most things with computers.

Since | was 15 years old | have helped my father to run his small import-export
business. | have been involved in helping a variety of clients and, also the
general administration of the business. In the past 2 years | have worked in the
IBA library, helping teachers and students 1o find and use the resources there.
This experience has given me the ability to deal with the needs of all types of
people.

| have an outgoing. diligent personality and find that | enjoy the challenges of
working in busy environments. In addition, my studies and expernence have
taught me to be accurate and efficient in organizing my work so | would be ¢

valuable addition 1o your school.

| look forward to heanng from you.
Yours faithfully,

Imad Khan
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