Unit 12 Writing a Letter of Application
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Example
Paragraph 1

I am writing this to apply for (name of position) position advertised on (media). | am very interested in
the position. Attached to this mail is my resume to assure you that I have qualification which meets the
company’s expectation.
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Paragraph 2 g1 lifitlscaunisniineu

My degree course has prepared me well for this position. During my (dissertation/project), | was required
to do a lot of independent research, which required self-discipline, perseverance, and time management



and organization skills to work on a long-term project. In particular, (subject) has helped prepare me by
(talk about skills gained).
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I have worked at (company), as (role). This role required (discuss skills). In particular, (highlight one
example of a specific event/project/incident that required certain skills and what you did).
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Paragraph 3

I’'m attracted to this role because (reasons) and I hope that | can demonstrate to you that | would be a
good asset for this company, with my proven skills, commitment to the role, and enthusiasm to learn.
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Paragraph 4

I am available to start (when). | would appreciate an opportunity to come in for an interview and to talk
with you further about my qualifications. If you have any further questions, you can contact me at this
number: (contact number).
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Example of Application Letter

174-56 Parkside Ave.
Brooklyn, NY 10036
12" March 2006

Mr. Jay McDonald
P.O. Box 253
Pansonia Station
New York, NY 10010

Dear Mr. McDonald,

I’'m replying to an ad for a warehouse supervisor that appeared in the New York Post on 11"
March 2006.

Since graduating from Copperbelt University with a degree in logistics management, | have
gained valuable experience in warehouse work. In one of my jobs, | worked as a warehouse clerk for a
large clothing import/export company. In another, | worked as warehouse coordinator in a leading toy
company. In addition, | did a project for the previous company | worked for in which I helped optimize
pick and pack processes.

I’'m attracted to this role because it would give me an opportunity to further my career in logistics
and help me learn valuable skills in organization and management. | hope that | can demonstrate to you
that | would be a good fit for this company, with my proven skills, commitment to the role, and
enthusiasm to learn.

I’m available to start on 1% May 2006. I’ve attached with this mail my resume. Thank you for
taking time to consider my application. If you have any further questions, you can contact me at this
number: 1123896324. | look forward to hearing and having a work opportunity from you soon.

Yours sincerely,

Nelson Smith



Exercise: Fill in the blanks with works given below.

gualification, warehouse coordinator, warehouse management, attracted, teamwork, enthusiasm,
opportunity, contact, appreciate, skills

Dear Mr. Jones Payne,

I am writing this to apply for position advertised on website on JobAZ website
on 16" November 2013. | am very interested in the position. Attached to this mail is my resume to assure
you that | have which meets the company’s expectation.

I have just recently graduated from Vermont University with a degree in logistics management.
My degree course has prepared me well for this position. During my final project, | was required to do a
lot of research, which required self-discipline, , and time management and
organization to. In particular, the subject of has helped prepare me
by providing me with necessary skills in warehouse planning and inventory planning and control.

I'm to this role because it would give me an to build my career
in logistics and help me learn valuable skills in teamwork and management. | hope that | can demonstrate
to you that | would be a good fit for this company, with my proven skills, commitment to the role, and

to learn.
I’m available to start on 1% January 2014. | would an opportunity to come in
for an interview. If you have any further questions, you can me at this number:

236875912. | look forward to hearing from you soon.
Yours sincerely,

Kim Kones



