Wanted:
Paradise Island @@mﬁ E%-

¢, a photo diary
io the area.

8 Read the advertisement and answer the questions.
| What kind of person would be good at this job?
2 Would you like to do this job? Why/Why not!

QA Read the covering letter. Do you think this person would be good
for the job? Why/Why not?
'ear Richard Smith,

I'm writing to you regarding your advertisement for a caretaker on
Paradise Island which 1 saw on www.findajob.com. T would like to submit an
application for the post. Please find my CV attached.

As an experienced photo journalist who has spent the last five years
travelling around the world, I believe that I meet all the requirements you
outline in your advertisement.

3o Good communicator with broad IT skills: I've published newspaper and
magazine articles, given TV and radio interviews and kept a journal and
video weblog on my website with up-to-date photos and stories of my
travels.

» Interest in nature and conservation: During a six-month stay in Bermuda,
T worked for 2 dolphin conservation programme, where I had hands-on
experience of teaching visitors about these amazing animals and why we
need to protect them.

» Proven ability in projece management: Before travelling the world, 1
worked for a small company, organising community projects.

If you require any further information, or would like to arrange an
interview, please call me on 077895367289 or email me at alis]
I look forward to hearing from you at your earliest convenience.

ahoo.com.

>Yours sincerely,

Alison Jessop

B s the wording of the letter farmal or informal? Find examples of
expressions which tell you this.

C Underline phrases in the letter which
match meanings 1-6.

| about (paragrapi 2)

2 | want to apply for the job (paragraph 2)

3 | think | would be good for the job.
(paragraph 2)

4 practical experience of doing the job
(paragraph 3)

5 | have shown that | am able to do this.
{paragraph 3)

6 as soon as you have the opportunity
{paragraph 4}

D Underline any other useful phrases.

organise your ideas

10 Match the parts of the letter 1-5 with
notes a)—e).

Preparing a covertng lefter

a) What- gualifies are they looking
for? Weite three fo four poinls that
show you Aave these gualifles. Use
the sabae words as They use th the
adveritsesaint:

&) Addvess gour (effer 1o an tndindual,
Only use Do _Sitillamta e yot
canT find cutthe reciplents nanme,

e) Finish with a call To action. What-is
goting To Aappen next? Are you going
75 eall thenn or should they eall you?
) Explain why you are confacting
Phehs, What is the job? Where Aave
pou seen e

e) Uise Jours 5?;'1£¢ns/y’ i you kmnow
Phed nanae or Sbirs el ’r'f:yau
don?

11 Look at the job advertisements on
page 163 and write a covering letter for
one of the jobs. Use the sample letter and
useful phrases to help you.



