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WEA WORK PACKAGE 6

Title: 
Unit 1 - Job

	Topic: 
	writing a cover letter and a CV

	Level:
	Users between B2 and C1

	Aim(s):
	To introduce vocabulary associated with job applications and cover letters

To familiarise learners with writing a letter / the structure

To understand the difference between a good and a bad cover letter

	Skill(s):
	Speaking, reading & writing

	Approximate Timing:
	3 hours

	Materials / preparation: 
	Photocopy the 5 worksheets and the extra materials, one for each learner




	Job: writing a cover letter


2. Teacher’s Instructions:
Have a short discussion about ‘cover letters’. What is it? Have learners ever written one? Hand out worksheet 1: learners complete exercise 1 in pairs. Ask the whole class about the activity. Stress the importance of the language used in the “bad example” and the way information is presented. 

3. Hand out worksheet 2. Learners work in pairs. Check comprehension. Highlight the type of language used in the example. 

4. Hand out worksheet 3.  Drill vocabulary in the box.  Check comprehension.  Learners do the activity in pairs. 

5. Hand out extra materials (samples of cover letters). Put learners into groups of 3-4 and get them completing the activity. Check.

6. Hand out worksheet 4 and get learners to write a cover letter for a job advert. Point out that the job ads are real. Learners may work in pairs or in groups. Monitor and help learners with vocabulary and grammar. 

7. Hand out worksheet 5 and ask learners about their CVs. Have they ever written a CV? Do they know the European format? Have they ever used it? How can you write a good CV? Show examples of good and clear CVs. Teachers can show learners their own CVs. 

Worksheet 1 

The Job world - writing a cover letter

Have you ever written a cover letter? What are the important elements? 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Activity: read the following cover letter and decide whether it is well written or not. 

	 

Dear Sir or Madam

I have wanted to join .................. (space to insert the company name) ........ to work as a ........ (the job title) ........ from an early age as you are a big prestigious employer that lots of people want to work for and you offer high salaries. I also would like to work in another country and you are a global company.

Hoping to hear from you shortly.

Regards,

Frank


Is this letter a good one? 

What is the structure of a proper cover letter? 

Worksheet 2

Activity: read the following cover letter and find all the formal structures.  
	Your Address

Date

Mrs. M Foster

Graduate Recruitment Manager

Elsewhere Bank plc

39 High Street

Manchester M2 1RS

Dear Mrs Foster
I was very interested to read your advertisement for a Graduate Trainee on the University of Kent vacancy database as it precisely fits my career plans.

I first became interested in retail banking during an "Insight" course which I attended during my second year at University. Since then, discussion with my careers adviser and my own research have confirmed my belief that this is a career which will enable me to use not only my interest in business and finance but also my skills in working with people, both in an advisory and a managerial capacity.
I am particularly interested in a career with Elsewhere Bank, because of the high reputation of your graduate training scheme, and your commitment to giving new recruits early responsibility.
During my time as a student I have had a variety of part-time and vacation jobs, all of which have required me to work as part of a team and to deal directly with the public. I found my work at the Tourist Information Office particularly valuable in teaching me the importance of ascertaining customers' needs and providing clear and accurate information in response to those needs.
As part of my degree course, I chose to carry out a final-year project which involved a statistical analysis of 150 questionnaires sent to local employers. To process this information, I taught myself to set up and use a database and felt great satisfaction in completing this project well ahead of the end-of-term deadline. Although my overall degree result was a 2.2., this particular piece of work was awarded a high 2.1.

I will be available for interview at any time apart from the 12 - 24 August when I have arranged a holiday in Italy. I look forward to hearing from you shortly and enclose my CV for your consideration.

Yours sincerely

John Andrews


	


Worksheet 3

Activity: focus on the language. 
The way you start and end the letter expresses different levels of formality. Can you recognise the difference? 

	Starting 
	Ending

	Dear
	Kisses

	Hi 
	Thank you 

	Dear John...
	Yours Sincerely 

	To Whom It May Concern
	Regards

	Dear Sir / Madam
	Best regards


A formal letter, writing a cover letter

A cover letter is a document sent with your resume to provide additional information on your skills and experience.

A cover letter typically provides detailed information on why you are qualified for the job you are applying for. Effective cover letters explain the reasons for your interest in the specific organization and identify your most relevant skills or experiences. 

The structure of a cover letter

Activity: read the examples of cover letters your teacher will give you and identify the structure of this kind of letter: 
Addresses and date:

_____________________________________________________________________________________________________________________________________________________________________

_______________________________________________________

Salutation or greeting:

_____________________________________________________________________________________________________________________________________________________________________

_______________________________________________________

Main Body (identify yourself & the position you are applying for) 
_____________________________________________________________________________________________________________________________________________________________________

Giving the reasons why you are interested in the position: 

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

Stating your personal and professional skills: 

_____________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________

Stating why you are the right person:

_____________________________________________________________________________________________________________________________________________________________________

_______________________________________________________

Informing that you have enclosed your CV: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________

Closing paragraph: giving your availability for interview, thanking for consideration 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Write a cover letter in response to one of the job adverts you find below. 


Worksheet 6
The Curriculum Vitae

Drawing up a curriculum vitae is an important step in looking for any job or training. The CV is often the first contact with a future employer. It needs to seize the reader’s attention immediately and to demonstrate why you should be given an interview.

General recommendations

Before starting to write your curriculum vitae, remind yourself of a few important principles:

Take care over the presentation of your CV

Set out your qualifications, skills and competences clearly and logically, so that your specific attributes are easily seen.

Give proper attention to all relevant detail, both of substance and presentation; there is no excuse for mistakes in spelling and punctuation!

Concentrate on the essentials

-
a CV must be brief: in most cases, two pages are enough to show who and what you are. A three page CV may be considered too long in some countries, even if your work experience is outstanding.

-
if your work experience is still limited (because you have just left school or university), describe your education and training first; highlight work placements during training (see online examples);

-
concentrate on essential information that brings added value to your application: work experience or training which is old or not relevant for the application can be omitted.

Adapt your CV to suit the post applied for

Systematically check your CV every time you want to send it to an employer to see if it corresponds to the profile required; highlight your advantages according to the specific requirements of the prospective employer. A good knowledge of the company will help you tailoring your CV to the appropriate profile.

Take care: do not artificially inflate your CV; if you do, you are likely to be found out at the interview.

 Your profile must be appreciated by the potential employer after a few seconds’ reading. In consequence: 

· use short sentences;

· concentrate on the relevant aspects of your training and work experience;

· explain any breaks in your studies or career;

 -remove any optional heading (e.g. if you have no ‘Artistic skills and competences’ (see page 2 of the template) or if you consider that such skills and competences do not bring added value to your application, remove the whole entry using the ‘cut’ command in your word processing software.

Have someone else read your CV on completion

Have someone else read your CV so that you are sure the content is clear and easy to understand.
Activity: use the right written style. 

Now write your CV

https://europass.cedefop.europa.eu/cvonline/cv.jsp?localeStr=en_GB
Extra materials (examples of cover letters): 

Name 

Title 

Organization 

Address 

City, State, Zip Code 

Dear Mr./Ms. Last Name:

Your IT department has advertised two job openings for which my experience directly qualifies me. While I do not have any direct chemical industry experience I do have nuclear power experience. The two are not directly related, but both industries endure extreme regulatory pressure for environmental impact. I have been exposed to this kind of regulatory environment and I recognize how vital IT is for the record keeping that is necessary for dealing with that kind of scrutiny.

My IT experience gives me a unique ability to apply technology, in all its forms, to business processes. Some of the business process knowledge includes accounting, finance, facilities, inventory control, budgeting, vendor management and various operational processes.

I have experience with merger/acquisition events, high growth challenges, technology replacement projects and IT process improvement. I have delivered large technology projects on schedule/on budget and in alignment with the business strategy. Companies I have worked for include Dakil Energy, Hoppy Rent a Car, Digit Equipment, and Miners Gas and Electric.

I would enjoy an opportunity to talk with you or someone in your organization to see where my skill set would be of the greatest benefit to your company.

Yours sincerely, 

Your Signature 

Title

Company Name 

Address 

City, State, Zip Code 

Dear Contact Person:

I am writing to express my interest in the Web Content Specialist position listed on Monster.com. I have experience building large, consumer-focused health-based content sites. While much of my experience has been in the business world, I understand the social value of the non-profit sector and my business experience will be an asset to your organization.

My responsibilities included the development and management of the site's editorial voice and style, the editorial calendar, and the daily content programming and production of the web site. I worked closely with health care professionals and medical editors to help them provide the best possible information to a consumer audience of patients. In addition, I helped physicians learn to utilize their medical content to write user-friendly, readily comprehensible text.

Experience has taught me how to build strong relationships with all departments at an organization. I have the ability to work within a team as well as cross-team. I can work with web engineers to resolve technical issues and implement technical enhancements, work with the development department to implement design and functional enhancements, and monitor site statistics and conduct search engine optimization.

Thank you for your consideration.

Signature 

FirstName LastName 

	Mrs Matty Jenkyns

Personnel Manager

Manchester General Hospital

Hollbrook Avenue

Manchester

MN1 5BJ

Dear Mrs Jenkyns


I am looking for a placement within a hospital environment from June to September of this year. I am writing to you as I understand that Manchester General Hospital may have appropriate vacancies available. I have a strong interest in laboratory procedures and clinical diagnostics which I understand are predominantly carried out at this hospital. As I live only 5 miles from your site, travel and accommodation would not be a problem for me.

I first became interested in the hospital environment after a school visit to your site.  I was taken on a tour around the laboratories where the differing techniques used in testing clinical samples for patients were demonstrated.  Since then, discussion with my careers adviser has confirmed my decision to aim for a career in this field.

	Through my degree course, I have been able to develop my interest in biochemistry, whilst improving my laboratory skills along with my numeracy skills. I have gained some experience in HPLC and have good computing skills, having used several scientific databases. I achieved 68% in my first year examinations and am hoping to achieve a high 2:1 for my course work this year. While at University, I have also been able to utilise my skills in working with people through a variety of vacation jobs. My work at a busy insurance office was valuable in teaching me the importance of ascertaining customers’ needs and providing clear and accurate information.

	I would be most grateful if you could consider me for any suitable positions. I will be available for interview at any time and am at my home address in Cranford from late May onwards. At all other times I can be contacted at my college address. Please find enclosed my CV where you will find further information.

Yours sincerely

Rosalind Franklin


Job ad n. 2


Due to our continued success we are looking to add to our team. 





We require a full time Head Bar Tender - You must be looking for full time hours, have at least 2 years experience working in a quality bar & possess cocktail mixology expertise - it's a must. 





We are also on the lookout for another full timer with at least 18 months quality bar & cocktail & mixology expertise. 





Part time Hosts, bussers, waiters also required 





APPLY TODAY 





We pay well, we reward hard work, & can offer fantastic career opportunities as we are a growing brand. 





To Apply please forward a CV for the attention of Andy Dempster.





Worksheet 5





Job ad 1





Customer Service Officer 





Competitive salary and benefits 





At RBS, the vision of UK Retail (including the RBS and NatWest branch networks) is to become Britain’s most helpful and sustainable bank. Our people are key in helping us achieve this, which is why we place a high priority on recruiting the very best people with the right skills, experience and like us have a passion for customer service. 





As the face of the bank, you’ll work as part of a team to ensure our customers are listened to, engaged and supported. You’ll have a variety of responsibilities ranging from greeting customers at reception and discussing their needs to carrying out cash transactions. Another important part of your role will be to identify opportunities that will deliver a better service to customers and help with their financial needs. 





We need confident, motivated people, who aren’t afraid to jump right in and start talking to customers. You’ll need to be a team player, friendly, helpful and able to use your initiative. Commercial awareness is also important, as is a willingness to learn. We offer a comprehensive training scheme that will build on your professional knowledge and technical competence, and will help you deliver the best possible service to our customers. 











Job ad n. 4


Clifton Cakes is a well established cake and chocolatier company and we have been making high quality chocolate gifts for over 8 years. We are looking for someone to join our team to make chocolate novelties from moulds, cleaning, finishing, post, packing and organising orders. 





We are looking for someone who can achieve the following skills: 





- Good customer relations 


- work well with a team 


- Self motivated 


- Achieve targets with a high quality finish 


- Stock management 


- An arts and craft background is useful 


- Certificate of food safety and hygiene 





We will need to train you at Clifton Cakes before you start. 





Working hours = Mon to Fri, 8.30am to 5.30pm, plus at least one Saturday per month (with Mon in lou of this) . 





Contact : Frances Cooley





Job ad n. 3 


PBR Group is the fastest growing supply teaching agency in Sussex and the largest supplier of temporary staff to the Schools of Brighton & Hove. 








We are currently recruiting a pool of Primary and Secondary Supply Teachers for local supply teaching work in Brighton & Hove, East Sussex and West Sussex and we are also recruiting for Teachers looking for long term placements. If you are an NQT or an experienced teacher with QTS we can offer you: 








* Better supply teaching rates of pay than any other agency 


* After a 12 week qualifying period at one school we pay to scale which can mean up to £190 per day 


* Local and flexible supply work 


* A dedicated and experienced consultant working on your behalf 


* Guarantee supply teaching scheme 


* Notification of all relevant long term/permanent jobs 


* £250 refer a friend scheme 





Our experienced consultants all have proven track records in their specialist sectors having built long term relationships with both clients and candidates over a number of years. We believe this gives us a definite advantage helping teachers secure either suitable supply teaching work or their next permanent career move. 
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