LETTER OF APPLICATION

Read the following model and pay attention to its structure and its formal language.
4 King David St.

Tel Aviv, Israel

4 April 2001

The Personnel Manager

The Daydream Tourist Agency

3 Oxford St.

London, England

Dear Sir, 

I see from your ad in the Jerusalem Post that you require hostesses to be in charge of the welfare and entertainment of British guests in your holiday center in Kfar Hamacabbia, Ramat Gan. I would like to apply for this post.

I’m now a third year student of English and Geography at Tel Aviv University and will be available from June till September. I spent one year in London working for an English family and attending courses in English. Consequently, my knowledge of the English language and familiarity with the English people is more than satisfactory.

My reason for applying for the job is my wish to gain experience in this field. My studies have familiarized me with many interesting places in my country. I’m also sociable and highly interested in people. I believe I would be an ideal candidate for the job.

Enclosed you will find testimonials from my Dean and Current English professor.

Thank you for any consideration you have given this application. I’m looking forward to hearing from you soon. If you should require an interview, I’m at your disposal.

Yours faithfully,

Sharon Levi

A letter of application should have the following:

1. Your address + date

2. The addressee + company’s address

3. Dear Sir

4. An opening – how you found out about this job

5. A statement of qualification – details about previous employment, education, etc.

6. Reasons for wanting the job – why should they hire you?

7. Testimonials / references – this is a report about you written by someone else in which only your good points are mentioned. (optional)

8. Interview – state that you are available at any time

9. Polite closing
10 King David st.

Tel Aviv, Israel

May 10, 2007

The Personnel Manager

The Daydream Tourist Agency

3 Oxford St.

London, England

Dear Sir, 

I see from your ad in the Jerusalem Post that you require _______________________ _____________. I would like to apply for this post.

I’m now ______________________________ and will be available from June till September. During the last year, I have been a __________________________. Consequently, I have gained experience in _______________________________. 
My reason for applying for the job is _____________________________. I’m also sociable and responsible. _____________________________. I believe I would be an ideal candidate for the job.

Enclosed you will find testimonials from _______________________________.

Thank you for any consideration you have given this application. If you should require an interview, I’m at your disposal. I’m looking forward to your reply. 
Sincerely yours,

Jane Smith
Paragraph 1: Appropriate opening remarks. State reason for writing mentioning the position you would like to apply for and where and when you were informed about the vacancy.

Paragraph 2: Give details of age, qualifications, present / past employment, qualities and skills and any other details you consider relevant.

Paragraph 3: Express your interest and suitability for the job and give your present / past employers’ opinions of you. Appropriate closing remarks.

Paragraph 4: State that you are willing to attend an interview and look forward to a favourable reply. 

Useful Language for Letters of Application (for a job)

Opening remarks: I am writing with regard to your advertisement / I am writing to apply for the post / job / position of / which I saw advertised in...etc.

Reference to experience: ... for the past / last year I have been working as… / Two years ago I was employed as… / I worked as … before … / I have had experience of..., etc.

Closing remarks: I would appreciate a reply at your earliest convenience / Please contact me regarding any queries you might have / I enclose my CV and I would be glad to attend an interview at any time convenient to you / I look forward to hearing from you in due course, etc.

