Covering letters

Exercise 1

When you apply for a job, you write a covering letter (also called a letter of application). What information should you put into your letter? Make a list.

Exercise 2

Read the information about writing covering letters. Match paragraphs 1-3 with letters a-c.

Covering letters

The covering letter (also called the cover letter or the letter of application) is as important as the CV because it is your first and best chance to make a good impression. Your covering letter should be specific to the position you are applying for, relating your skills and experience to those noted in the job posting.

1) First Paragraph

2) Middle Paragraph

3) Final Paragraph

a) This section of your covering letter should describe what you have to offer the employer. Mention specifically how your skills and experience match the job you are applying for. Remember, you are interpreting your CV, not repeating it. Try to support each statement you make with a piece of evidence. Use several shorter paragraphs or bullets rather than one large block of text. 

b) Finish your covering letter by thanking the employer for considering you for the position. Include information on how you will follow-up. 

c) This paragraph of your letter should include information on why you are writing. Mention the position you are applying for. Be clear and concise regarding your request. 

Exercise 3

Look at the job advertisement and answer the questions.

1) Who placed the job advertisement in the newspaper?

2) What job is being offered?

3) What is required for the job?

My client is looking for a part time general administrator. Part time Monday 9-3, Thursday 9-5 and Friday 9-5. Candidates must be competent with Word, Excel and Outlook. Duties to include: Secretarial Duties, Filing, Mail Sorting, Taking Bookings, Liaising with Clients on the Phone. Telesales experience would be helpful as this may become part of the job in the future. Please forward your CV and covering letter to:

Howard Price

3 Brown Street

Exworth

Essex E24 54W



Exercise 4

Read the following covering letter. What do you think of  Lucy Adamsky's chances of getting the job? What are her strengths and weaknesses?

                                                                                                                   Lucy Adamsky

                                                                                                                   35 Walker Street

                                                                                                                   Edinburgh EH3 4LM

                                                                                                                   5 April, 2008

Howard Price

3 Brown Street

Exworth

Essex E24 54W

Dear Mr Price,

I am writing in response to1 your advertisement for2  a part time general administrator  in the April 3 edition of the International Tribune. It would be a pleasure to meet with you so that I might demonstrate how my abilities fit the needs of your client.

As you will see from the enclosed resume3, I am proficient in a variety of 4computer software programmes as well as in stenography. I am experienced in handling5 general office duties and answering phones.

What my resume does not reveal6 is my professional demeanor7 and appearance. In a business environment, these qualities are very important in dealing with clients as well as co-workers. I am a reliable, detail-oriented and extremely hard working person.

I would be pleased to discuss my resume with you in more detail at an interview. Please, do not hesitate to contact me if you require further information.

I look forward to hearing from you.

Yours sincerely, 

Lucy Adamsky

Lucy Adamsky

Exercise 5

Read the above letter again and replace the underlined phrases 1-7 with similar expressions a-g.

a) with reference to

b) make known

c) my attached CV

d) dealing with

e) a number of

f) regarding the post of

g) behaviour

Exercise 6

Use the Internet to find a job advertisement interesting for you and write a covering letter in response. You may also browse the Internet to find more sample covering letters.

Answer Key

Exercise 2

1c, 2a, 3b

Exercise 3

1) Howard Price

2) a part time general administrator

3) Candidates must be competent with Word, Excel and Outlook. Duties to include: Secretarial Duties, Filing, Mail Sorting, Taking Bookings, Liaising with Clients on the Phone.

Exercise 5

1a, 2f, 3c, 4e, 5d, 6b, 7g

