A letter of application. P. 109 SB

('nlrltb.\-il}-'.iil}lBJIL‘HHL‘ HA 3aHATHE JOJKHOCTH)

A letter of application yaiue Bcero sABIAETCH MPHIOKEHUEM K
pE3OME, HO OHO TaKKE MHIIETCH [PH MOCTYIUIEHHH B
YHUBEPCHUTET, KOJUIE/K HIIM Ha KPATKOCPO4HbIE KYPCBI.

B Takom nuceMe cienyer ykasarh JAeTallbHY0 HHOOpMALUIO
0 MOJIYYEHHOM BaMH 00pa30BaHHH U OILITE.

B nuceMe crienyer npuaepKUBaThCs OQUIMATBHO-1EI0BOI0
CTHIIS peuH, ObITh BEAKIMBBIM H YECTHBIM, IPUBOANUTH TOJIBLKO
NOCTOBEpHBIC (aKThI.

Tax ke nockoabKy, 370 OQHIHAILHOE MHUCLMO, TO KpaiHe
BaKHO HCIIOJIL30BATh YCTOHYHMBLIE (pasbl
J1eJI0BOTO/0(pHLIHAJILHOTO CTIUJIA THChMA.

[Touuraii ppazsl Useful Language. [lepeBeau u 3anumm ux
B CJI0Bapb

Useful Language

Opening remarks: | am

writing to apply/l am interested in
applying for the position of ... which was
advertised in ..., | am writing with regards
to your advertisement which | read in ...
Work experience: | have ... years’
experience working as ..., ... years ago, |
worked as ...

Personal qualities: | am hard-working and
.., | consider myself to be punctual and
friendly.

Closing remarks: | am available for an
interview (any weekday morning/at your
convenience), | look forward to hearing
from you.

Kanknu 31echb. ﬂpoii;m no CChbL/IKEe H npolmraﬁ ooJiee llD,]p{lﬁIIO 0 TOM, KAK HanucaThb

'I]CI}Hl.il‘lﬂ.J'lbllO(l‘ MNHUCbLMO-3afiBJIeHHE

Task 1.
Read the application letter and put 1
the paragraphs a-d in correct order
1-4.

[IpounTail NUCEMO — 3asBJICHHUE HA
3aHATHE JOJKHOCTH [IOMOLLIHUKA B
3oomnapke. OOpaTH BHHMAHHE HA CTHIb
¢passi 1-7. 3arem Brneyaraii OyKBbl
naparpados a-d B nopsijike 1-4 ux cie0BaHus B TEKCTE.
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4

a closing remarks
b age/studies/qualifications
¢ opening remarks; reason for writing

d previous experience/personal qualities

uoLIVEWORKSHEETS



Dear Mr Smith,

1) 1 want to ask for the job of part-time shop assistant at London Zoo Gift Shop 2) that
| read about in The Daily News on Monday, 12th June.

I am 17 years old and | am a student at Darlington Secondary School. | have a certificate in Basic

First Aid and recently passed an exam in intermediate German.

Last summer, | worked as a receptionist at my local swimming pool. This position gave me
experience in dealing with the public which | feel 3) will come in handy in your shop. 4) | think

I'm hard-working, reliable and punctual.

5) | can come for an interview at your convenience. 6) | can’t wait to hear from you.

7) See you soon,

Emily Johnson

Task 2

Match the phrases 1-7 to correct register A-G

CootHecu dpasbt 1-7 ¢ UX CHHOHUMAMU B ODUITHATLHOM CTUIIE

.I_J I want to ask for the job
that | read about

2
ﬂ will come in handy

iJ | think I'm
5 | can come

6 | can’'t wait to hear from you

7 | See you soon
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Task 3. llucsmenno B Terpaan. Obs3areibHoe 3a1aHHe
Write an application letter 90-110 words. Use the phrases on p. 109 SB

Hanuumm nucemo 3agsnenue (He donee 90-110 cnoB) no pekiamMmHomMy OyKIeTy HHXKE.
Hcnonk3syii nonesusie ¢ppassl ypoka Ha ctp. 109. Ilpujaepxkupaiics 3a1aHHOr0 HUXH IJ1aHA

Send your letter of application to: Joy Summer Camp,
74 Oak St., Kent

(your full name)

Introduction: Dear Mr Smith,/Dear Sir/Madam,
Paral: reason for writing (I am writing to ... which ... .}
Para 2-3: e age/studies/qualifications

* previous experience/personal qualities

Parad: closing remarks (1 am available ... . | look forward to ... .)
Sign off: Yours sincerely,/Yours faithfully,

| look forward to hearing from you
Yours sincerely

I am writing to apply for the position
| consider myself to be

| am available

which was advertised

would be useful

CAMP LEADER NEEDED Useful Language

Are you over 17 years old? Are you looking for a part-
time weekend job? Do you like being around children?
Then, apply now!

You don’t need work experience, just lots of energy!

Opening remarks: | am

writing to apply/l am interested in
applying for the position of ... which was
advertised in ..., | am writing with regards
to your advertisement which | read in ...
Work experience: | have ... years’
experience working as ..., ... years ago, |
worked as ...

Personal qualities: | am hard-working and
..., | consider myself to be punctual and
friendly.

Closing remarks: | am available for an
interview {any weekday morning/at your
conveniencel, | look forward to hearing
from you.
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