Writing
1 Read the application and answer the questions.
1 Wwhat job is Ross applying for?

2 Why does Ross think he would be good for the job?

2 Read the Focus box. Then read the sentences below
and decide if they should be placed in the beginning of

an application (B), the middle (M) or the end (E).
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Using paragraphs in a job application
Pieces of writing are usually organised into paragraphs.
Paragraphs make it easler for a reader to find the
information they need. Each paragraph usually deals
with a different part of the topic. so it's easy for a reader
to know where they can find the information they need.
Many job applications are organised in the following way:
First paragraph: This tells the reader why you are
writing

Middle paragraph(s): This is where you communicate
the main information, what makes you a good candidate
for the job, including details of education and work
experience.

Final paragraph: This tells the reader what you hope/
want to happen next.

a |have worked with the same systems that you use at
ITTX for several years. _M

b Dear Mr Laconti,

¢ |would love the opportunity to discuss the role
face to face

d Please find my CV attached

e |also work with a similar-size team in my current
position at Belsander, so | don't think it would be
difficult for me to adapt to the new role,

f Youcan contact me at any time at this email address
or by phone

g |look forward ta hearing from you

h | feellam astrong candidate for the developer
position

I I'mwriting to express my interest in the developer
position which | saw advertised online,

| Steven jones

Prepare

3 You're going to apply for a job as a fitness instructor.
Read the notes below and think about what else you
can say.

Write

4 Write your application email. Remember to put your

writing into appropriate paragraphs. Use your notes in

Exercise 3 and the email in Exercise 1 to help you.
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