COVER LETTERS
1A See article in unit

1b    2) cover letter    3) complement   4) persuade   5) position   6) employer   7) well-focused   8) interview   9) business      10) introduction

1c letter of application

1e   1) Three years    2) She feels her career prospects are limited at Green Pharmaceuticals.

1f   2) Remember not to be too informal as you want to sound as professional as possible.

3) Every cover letter should be written specifically for the position you are applying for.

4) You should show that you have read about the company and done some research.

5) You should concentrate on demonstrating the skills that are required for the post, what you can offer the company.

6) If the company wants to see any documents like that, they will ask for them later.

1h     1) Economics     2) Costcutter    3) She sings in and manages a jazz band, and is learning Italian.

1i   2L    3   4K   5G    6F     7J    8H   9B   10D   11E   12i

1j    1) Paragraph 2    2) Paragraph 5     3) Paragraph 3    4) Paragraph 1     5) Paragraph 4

2a    1) enquire    2) response, enclosed    3) recommended, requirements    4) advertised, qualified    5) application, consideration

2b     1b    2a     3c     4a    5a

All of these approaches could lead to potential employment. However, your chances of employment are strongest following a personal recommendation. Replying to an advertisement is more likely to lead to a job than applying “cold”.

2c. See advice in audioscript 3.3

2d   ORDER: 3     2     1

2e: Advice given: specifically mention the position you are applying for and how you found out about it: don’t copy phrases from the company website – reformulate them into your own words; focus on the skills and experience that you have that make you the right person for the job; be confident in your cover letter but don’t make claims that are difficult to support.
3a

1) The main body of the letter is the longest section. This may be a single powerful paragraph or two or three shorter paragraphs. Ideally your cover letter should be longer than a single side of A4 paper.

2) Recruitment experts suggest identifying 3 to 4 specific skills and/or experiences that you have that meet the requirements for the job.

3) Every job you apply for will require a different cover letter as you need to demonstrate how your skills and experience match the requirements for each position.

3b 

2) flexibility (we often have to work unsociable hours under difficult conditions); interpersonal skills (ensure that team morale is maintained by regularly counselling team members to check they are coping with the demands of the job)

3) customer service skills (I learned that customer service is key in the service industry); initiative (I implemented a new way for customer feedback to be recorded)

4) customer service skills (Working in the shop helped me to learn the importance of dealing with customers in a friendly and efficient way); entrepreneurial skills (During this month I suggested changing the layout of the gift displays)

5) leadership skills (I have a strong history of staff management); self-awareness (I regularly seek feedback on my performance from my superiors and colleagues to identify areas I need to improve in)

3c Suggested  answers

2) Within my role as .... I am responsible for ... We often have to work unsociable hours under difficult conditions. I ensure that team morale is maintained by ............
3) I implemented a new ......... I believe I can apply the skills obtained from my previous employment in this position.

4) Working in ................ helped me to learn the importance of .......................During .......... I suggested ...............These changes lead to a significant increase in............

5) I have a strong history of ................ I regularly seek feedback on my performance from my superiors and colleagues to identify areas I need to improve in.

4a

1) You will highlight different skills and experience in response to the particular skills and experience relevant for the position applied for.

2) By reading the advertisement carefully and using your knowledge adn research of the company and position.

3) No

4b

1) Public Relations Officer

2) Press Officer for the Swedish Ministry of Industry

3) Political science

4) Hanna has gained professional experience as a Press Officer for the Swedish Ministry of Industry and also at the Swedish embassy in Warsaw. Through these experiences she has developed the following skills: team work, organisational skills, drafting skills, project management skills, and linguistic skills. She has also gained a substantial amount of political and diplomatic knowledge, which is relevant to her application to the Australian Embassy.

4c   2G    3A    4D   5F    6H   7E   8C

4d: skills: organisational skills, report-writing skills, summarising skills, team work, resourcefulness (ability to work independently), time-management skills

Experience: public relations and media-related fields: knowledge of the Swedish government, economy business and EU processes.
4e      2)A/B/H     3) F    4) D/G    5) B/C   6) E

4f: Suggested answers

I a writing in response to your advertisement for teh position of ........; I am currently working as a ..... for ........ Previous experience at ............ gave me an opportunity to ................. During my time there I learnt to ........................ I am very suited to.........and feel that this move would be a logicl career step; The role ...................  would allow me to develop my existing skills.

4g

2) During my time

3) As part of my; where I gained

4) During my period of employment at; having

5) in the course of my current job; As a result

6)Since I work with

5a 1) TRUE    2) FALSE   3) TRUE   4) TRUE

5b) Jane and Hanna both followed the true advice in exercise 5a

5c) the American approach (1 and 3) is much more direct and assertive than the British approach (2 and 4). When applying for jobs in America, or to an American company, it is common for applicants to promote themselves strongly and practically assume that an interview is guaranteed. In America, it is common to follow up your application with a phone call. In Britain, the language used is different and less direct. When applying to a British company it would be inappropriate to assume that an interview is automatic, and it’s best to finish the letter by thanking the reader for their time and consideration.

5d 1) Extracts 2 and 4

5e See advice in audioscript 3.4

5f

Advice given: use a professional and appropriate tone: formal, friendly and polite; do not make unsupported claims, or claims that will be difficult to support if you are invited to an interview; thank the company for their time and consideration.
6a)   2) additional    3) want  4) require   5) talk about   6)contact   7) about   8) ensure   9) give  10) tell    11) employer   12) more   13) looking   14) request   15) employment   16) show

6b)   2) searching, employment    3) discuss; greater/further   4) provide; with   5) require; further; regarding, contact

6c: Suggested answers

2) enquire whether you currently have any vacancies

3) the position of financial administrator

4) meet the requirements for the advertised position

5) recommended that I contact you regarding

6) I attach

7) Should you require any further information concerning

8) I would like to thank you in advance

6d Suggested answer

I am writing to apply for the position of secretary, which is advertised on your website. I am currently employed as a secretary at Gordon’s Financial Services in Barcelona, a  position I have held for three years. I am searching for new employment in Italy, as my husband has recently been asked by his company to move to Milan. I understand that Carnali Carretta is one f the leading financial service providers in Italy. Six years’ international experience in the area of financial services has helped me to develop the knowledge and skill that a market leader such as Carnali Carretta requires.

If you would like to meet to discuss how my skills and experience can benefit your company, I would welcome the opportunity to come in and meet you.

Yours sincerely

Jane Nuttall

7b   C    3D   4G   5H  6J  7M   8L   9K   10O  11N  12i   13F  14E 15A

