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Task 1

Choose the correct answer.

1L Which of these is the best subject line?
a.Jobs b. Application for IT consultant position c. IT consultant d.Job advertisement
2. Which of these should you NOT use to start a cover letter or email?

a. Dear Mr Kelly, b. Dear HR Talents, c. Hi Stephen, d. Dear Sir/Madam,

3. Which of these phrases can you use to complete this sentence? I’m writing ... the job advertisement for
the position of IT consultant.

a. inresponseto b. regarding C. with regards to d. all answers are correct

4. In your email, what can you also include?

a.details of your hobbies b.all of your work experience c.one or two examples of your relevant skills
d.the names of all your family members

5. What is a CV called in American English?

a. a résumé b. a job application c. an advertisement d. a position
6. Before writing your name, how can you sign off your email?

a. Ciao! b. Laters, C. Bye, d. Best regards / yours faithfully,

Tips

1.  Be specific in the subject line and say what job you are applying for.

2. Start your email with Dear Mr/Mrs/Ms + person’s surname, if you don’t know the
person’s surname start with: Dear Sr/ Madam,

3 Say where you saw the advertisement.

4, Say which job you’re applying for. You can use the sentence I'm writing in response to
the job advertisement for the position of ...

5 Write a short paragraph to say why you’re suitable for the job. Mention your education,
qualifications, work experience or skills.

6. Attach a CV (also known as a résumé in the USA) with mare information about your
qualifications and background.

7. End by saying | look forward to hearing from you soon or | hope to hear from you soon.

8. Sign off with Best regards or Best wishes, if you started with Dear Sr. /Madam, close
with: yours faithfully,
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Task 2 Put the parts of the email in the correct order.

Best regards,
| look forward to hearing from you soon about a possible job interview.
Please see my attached CV for more information about my qualifications and experience.
Taukif Ali
Dear Ms. Tan,
| am writing with regards to the position of lead engineer you advertised on your website.
| have many of the qualifications you are looking for and am interested in applying for the above job.

I have a Master’s in Engineering and ten years’ experience leading an engineering project based in Dubai.

I have the ability to work under pressure and excellent problem-solving skills.

uaLIVEWORKSHEETS



o
?fb'&: . Acadernia de ldiomas

UNIVERSIDAD TECNOLOGICA EMILIANO ZAPATA
5th Quarter COVER LETTER

Task 3. Write a word to fill the gaps.

From: Sam Hill
To: Kathlyn Campbell, HR Manager
Subject: Application for outreach worker position

) PE———— % o7 1)) B

| am writing (2) .............. response (3)........your job advertisement for an outreach worker.
Ihave sixyears’ experience working (4)..................the charity sector.

lhave worked (5)............... three years (4)..............a social worker.
| alsoworkedas (7) ........... volunteer for three years (8)............a centre for the homeless.

Ihavegoodexperience ofworking(9).....ateam and organising my own workload.
PleasefindattachedmyCV(10).............more information.

lamlookingforward (11)............... hearing (12)...............you.

Best regards,

Sam Hill,
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WE‘RE. LOOKING FOR JOB VACANCY r,.:w:._

TECHNICIAN

O ol Have Wwihat Wwe're looking fof? Apply Loday!

* A Strong Knowlsdge in Photoshop / Illustrator
*+ Have gxcallent creativity

+ Minimum 1 yoar work experbence

+ Positive working attitude

= Age below 30
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PHYSICAL THERAPISTS g v
Inpamient/Ourrament/Home Heams I e

RECENT GRADS WELCOME! R A

Come swork and relax vm the Beautsful Nerthern Calsfornia

The Mendocm Coust 1 kmown for wacid-class
wincnics, mstauzants and aro, & breschakong coasdlme,
rolling vinevaed-covered hill, ind dwond foreas
Mendocmo Coast Dhatrict Hogpeal s 2 F-bed
onncal acoes m-p.a-rr .iw-m":.." 3,000
coasaal resademes and vautoey ‘L: ane bocased on the
oot halfway hetween bpreia and Sun Franosco.

WE ARE HIRING!

Our clients are in need of the following Professionals:

Uptown BGC

* Sign-On Bons MENDOCINOG COAST m.!Muhl.wnwd. Dasigner (Java/JIEE Web-sorvices, XML, Cfx,
. s oy Syrings JDBC Adobe Livecycle designer)

* Relocation Allowance DISTRICT HOSPITAL

preminm paid 10 resume e hr¥ modh.ses Project M t Manager 1

* Pension - $01(a) hospital | Fiy 10 07 oy P i

contribuics 6% of gross ok T0796147H Senior J2EE-Java Developer (Java/J2EE and webservices)

camingy; #3b) T - Technology Manager - .NET (.Net/Java/J2EE, SSIS/SSRS

&m‘ : e > Mainframe/SORs)

*Hdn )

;“T:‘F# ﬁl[\ [)I [ Interested candidates may send their CV to

7 ouid bolid ‘ i franz.mendozad@isphereglobal.com
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Task 4. Write a cover letter to apply for one of the jobs above.

To:

Subject:
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