for a job.

(a) the summer programme where I worked Iast year L am. available for mterwew ln Naptes any weekda -
-aﬁernoon and you can emali : : . _

7 (b) as.a Word document Yeu will _notlce that T have superviss
sactw;ties as well as deallng

(é) Dear Slr/Madam // With reference to your adverilsement o the JobFlnderscom 'Webs_i__té?'l. an .

= .mterested in applying

{d) aslenjoy working with: young people b have a fot of energy and enthussasm and am also respansml
“and reliable. | have attached my GV - R

(e) First Certificate grade A. | would be grateful if you would consider my application. You will see
{f) the travel industry. During the last few summer holidays | have

{g) for the post of tour leader for Italian school students. I am 26 years old and am currently Studyin'g

{h). me or telephone me on the number below. | look forward fo he_a_ping;-f[bm_ you soon. Yours _f_aii_thfﬁlii{,___, B

1) for a diploma in Tourism _at-_NapIes University. After that -1ih9pe-j_tb follow a career in




The email in section A on the previous page is one long paragraph. Show where new
paragraphs could begin by writing a // symbol in the text. The structure below will help

youL.

1 Greetin

Reason for writing

For example: where {and when) yoii saw the advertisement and which job you are interested in.
3 Your background and experience
For example: your age {optional); present job andfor studies; your qualifications (or if you are a
stadent what you hope to do in the future); a description of your recent work experience.
4 The job
For example: mention the skills and personal qualities that make you suitable for this job.
5 Refer to you CV

Ask the reader to look at your CV/Resume, and focus on one or two key points.
/

6 Final comments

For example: say that you hope yout application will be considered; say who will give you a
reference; say when you are available for interview; say how you can be contacted.

7 Standard final sentence
8 Formal ending

Complete the sentences with one of these words: as, at, for, from, in, of, on, to.

1 With reference ... your advertisement ... the JobFinders.com website, I am interested
,,,,,,,,,,,,,,, applying ... the post of tour leader.
2 1 have attached my CV ...........a Word document.
3 1 am available ... interview ... Naples
4 I'm working ... a sales representative at the moment.
5 You can email me or telephone me ........... the number given .............. my CV.
6 Ilook forward .. ... hearing ... you soon.
7 1 have a good knowledge ........... business administration. 1 studied it ... university.
8 I'm unemployed......... the moment. I'’ve been out ... wotk since the summer.
9 TI'm studying ... a degree ... Environmental Studies.
10 1 hope to follow a career ... the lepal profession.
11 1 have been working ... Telekom for one year.
12 Tattach my CV ... requested.




