
JOB APPLICATION
3. WRITE AN APPLICATION LETTER
a. REFERENCE
We refer to the advertisement we are interested in and then we explain the reason why we are writing it. 
Examples:   I wish to / I would like to apply for the position of…which you advertised on…  I read your advertisement in…/I’m writing to apply for 
With reference to your advertisement in…
b. INFORMATION
We give more detailed information about our studies, qualifications, experience. Examples: As you can see from the enclosed CV I have a diploma from…./I have studied.  My first job was with…. This position enabled me to… I have also gained further experience in… I have been with my present company for….
c. After that we mention the purpose of our letter.
Examples: I am interested in this post because I need a new challenge…. The main reason I’m looking for another job is… I would welcome the opportunity to….
d. SKILLS
Examples: I feel I’m qualified for this post as…I believe I have the relevant skills for this position… I speak English and I have studied…..
e. CONCLUSION
We close the letter using a polite statement. 
Examples: I am looking forward to hearing from you soon.
I would appreciate an early reply.
Looking forward to your reply...

NOTE: If we begin with “Dear Mr/Mrs…”, we close with “Yours sincerely”.
If we begin with “Dear Sir/Madam”, we close with “Yours faithfully”.






SAMPLE LETTER
Dear Sir/Madam,
I am writing regarding your advertisement in the September issue of “Sporty News” for English speaking ski instructors during the winter holiday season. I would be really interested in applying for this job.
I am 18 years old and I have completed my secondary education with satisfactory grades. I will be starting university in October studying Sport and Physical Education. In addition I took my ski instructors’ certificate last winter. Consequently I am capable of teaching skiing from beginner to intermediate levels. I am fluent in English and I am presently learning French.
Your advertisement states that instructors might be teaching school groups as well. I feel that I would be suitable, since I regularly supervised excursions with younger classes during my last year at secondary school. Therefore I think that my experience will prove useful when teaching young children.
I have enclosed my CV and a letter of reference from the ski school. I look forward to hearing from you at your earliest convenience. Please do not hesitate to contact me if you need any further information.
Yours faithfully



 
