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Cover letter 1) Fill in the blanks A

get their exact title and the correct spelling of their name. Step 2: Open with introduction: Open your letter with a short introduction that gets right to the. 
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Cover letter 1) Fill in the blanks A ______________ without a cover letter is like a burger without a bun. If you really wanted a job from somebody, you wouldn't send them a burger without a bun, would you? ___ _________ not. To complete this How-To you will need: A ___________________, typewriter, or some other mechanical writing device. A cover letter should never be handwritten. Step 1: Address to specific person: Address the letter to a specific person. Writing "to whom it may concern" is _____________—tracking down the right person shows real moxie. Tip: If you're _____________ who to write, call the company and ask. ___________ ____________ you get their exact title and the correct spelling of their name. Step 2: Open with introduction: Open your letter with a short introduction that gets right to the ___________—say what position you're after and how you ___________ _____ about it. Step 3: Demonstrate knowledge of company: Demonstrate that you understand what the company does, and show ________________ for whatever that is. Tip: Read through the company's website to find __________ you can mention in your letter. Step 4: Relate past experience: Relate your past work ______________ to the current opening. Don't count on employers to connect the dots and realize how your _________ jobs are relevant. Step 5: Mention specific things: If you're responding to a job posting, adapt your writing to address specific things mentioned in the post. Tip: Keep your cover letter short and ___________. It shouldn't be longer than a page. A few brief paragraphs is enough. Step 6: Mention attachments: If you are attaching __________________ materials, like a portfolio or a reel, mention that at the end of the letter. Step 7: Add suitable closing: After thanking your reader, sign off with a ____________ closing, like "_________________" or "Best." And type your name on the next line. If you're mailing your letter, leave four blank lines between your closing and your typed name so you have __________ for your signature. Step 8: Include contact information: Make sure you've included all your contact information, even if it's _____________ on your __________. Step 9: Proofread letter: Proofread your letter _____________, word by word. Have a friend read it over, at least _________. Tip: If you're _____________ the letter, send it to yourself first to make sure there are no formatting errors. Step 10: Send letter: Send your letter! And rest assured that your extra care will set you apart from the _____________.



2 )Find in the text equivalents to the following definitions :



Across 3. of the present time (s4) 4. job (s2) 7. last words of a letter (s7) 8. a large group of people together (s10) 10. a machine with keys that you press to produce letters and numbers on paper (intro) 11. courage and motivation (s1) 13. CV (intro) 14. connected with what is being discussed (s4) 15. minimum (2 words – s9)



Down 1. not printed by a machine (intro) 2. extra documents that can be added to a letter (s6) 4. to find and correct mistakes in a text (s9) 5. document sent with your CV to provide additional information (2 words -intro) 6. the fact of knowing about something (s3) 9. motion picture or video which can be added to an application (s6) 12. round bread (intro)



3) Say in what order the following actions should be taken: Show that you got information about the firm. Check that you can be reached easily. Answer particular points of the job offer. Go to the post office. Send to a particular individual.



Don't start without saying exactly what you want. Control the spelling. Finish you letter correctly. Say where you worked and what you did previously. Don't forget to say what other documents you include.



4) Say whether the following statements are right or wrong. Justify with a quote from the text. a) A cover letter is never necessary.



Right/Wrong



_______________________________________________________________________________________ b) It's advisable to use a fountain pen rather than a pencil.



Right/Wrong



_______________________________________________________________________________________ c) In some cases, it may be a good idea to telephone before sending the letter.



Right/Wrong



_______________________________________________________________________________________ d) Employers will necessarily link what you did before to the present offer.



Right/Wrong



_______________________________________________________________________________________ e) Be neither too long nor too vague.



Right/Wrong



_______________________________________________________________________________________ f) A cover letter is signed just under your name.



Right/Wrong



_______________________________________________________________________________________



5) Translation Si vous commencez votre lettre par « à qui de droit », vous ne démontrerez pas que vous connaissez l’entreprise. _______________________________________________________________________________________ La personne qui vous lira ne fera pas nécessairement le lien entre vos activités précédentes et l'offre d'emploi présente. _______________________________________________________________________________________ Quelques courts paragraphes suffisent à convaincre. _______________________________________________________________________________________ L'important est de se distinguer des autres candidats. _______________________________________________________________________________________ Soyez certain qu'une lettre de candidature soignée sera appréciée. _______________________________________________________________________________________ 6) Grammar : Imperatives a) Most verbs in the document are written in the imperative, either positive (most of them) or negative. Explain what you must do to give people an order. Positive :____________________________



/



Negative :________________________________



b) Write the relevant orders: You want your colleagues to show you where the meeting room is. _________________________________ You want your friend to proofread your cover letter. ____________________________________________ You don’t want your parents to interfere with your decision. ______________________________________ c) Orders can also concern yourself as well as others. In that case what verbal form should you use? Positive : ____________________________ / Negative : ______________________________________ d) Write the relevant orders: You want your colleagues to start working on the new project (the order also applies to you). _______________________________________________________________________________________ You don't want your team to repeat previous mistakes (the order also applies to you). _______________________________________________________________________________________ 7) Grammar : Asking questions a) Rules Question word (optional) Yes/No questions



Auxiliary Subject



Verb



Are Are Were Does Did Has Would Can



working? working work? work filled out like come



you you you Simon Simon Simon you you



Complement (optional) German? yesterday? yesterday? the application form? some coffee? tomorrow?



Question word Auxiliary Subject Verb Complement Wh questions Where does Mary work? How many did Peter make? copies Which job have you applied for? What is his name? What are you doing? When can you come? Une question directe est toujours formulée selon l’ordre suivant : auxiliaire + sujet+ verbe On dira donc : has he got? ou Does he have? mais pas uniquement Has he ? Dans une question directe, les prépositions se placent en fin de phrase : What are you thinking about? What is he looking for? Exception: be se met toujours à la place de l’auxiliaire. Si who, what et which sont en position sujet, on n’utilise pas d’auxiliaire. Who wrote to Sylvie?  pas d’auxiliaire car le sujet est who What makes you say that?  pas d’auxiliaire car le sujet est what Avec which, whose, how much et how many qui sont suivis d'un nom on a la structure suivante : pronom + nom +aux + sujet + verbe How many applicants did he speak to? Whose letter did you receive? b) Exercise: Ask the questions corresponding to the following instructions: Ask the applicant what position he is after: ____________________________________________________ Ask him how he found out about it: _________________________________________________________ Ask him how his previous jobs are relevant to the current opening: _________________________________ Ask him when he read that job advertisement: _________________________________________________ Ask him if he has included all his contact information: ___________________________________________ Ask him when he can start: ________________________________________________________________ 8) Supplementary exercise - Cryptogram: Cover letter blunders
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Cover letters part 2 Cover Letters 1 Fill in blanks using the words 

If you are ______ or if you have any questions I am ______ for a recruitment ______ . I thank you ... I look forward to hearing from you. ... Recruitment consultant ...
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1. Fill in the blanks 2. Comprehension 3. Going beyond 

This turns it into a thick toffee gunk. You pour this over the biscuit paste. The third stage is to slice the and place them on top of the toffee. Lastly, you whip the ...
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Extreme Workplaces 1) Listening comprehension: Fill in the blanks 

I design the running clothes, so I like to go test out the stuff that I design. It's pretty much my ... Read more: The Disadvantages of Offering Flextime | eHow.com.
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Writing a resume A) Video 1. Fill in the blanks At some point in your life 

At some point in your life, you'll have to ______ ______ of bed, put on some ... Sad, we know, but hey, you may not look so hot in .... a recruitment consultant ...
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Fill in the blanks Hanging 10? Surf's up, ______ 

Feb 29, 2012 - 9: a set of physical and mental exercises, ... or physical exercise. Down: ... Past Perfect Simple. Future ... b) Simple present/ present progressive.
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THANKSGIVING WEBQUEST LISTEN and FILL in the BLANKS .fr 

That was cool because two groups with little in common came together and formed a â€¦â€¦â€¦â€¦â€¦. and friendship agreement. Part of that agreement allowed the ...
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Lesson Proposal Form – Winter Quarter 2012 Fill in the blanks 

Fill in the blanks using the correct form of heat transfer. 1. The transfer of heat through material by direct contact is . 2. is the transfer of heat in a fluid (gas or ...
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Questions: 1) Listen to the song and fill in the blanks 2) Answer the 

Vera, Chuck & Dave. Send me a POSTCARD drop me a line,. Stating point of view. Indicate precisely what you mean to say. Yours sincerely, wasting away.
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Quality Manager: Cover letter and job interview COVER LETTER 1 

Apr 1, 2011 - I will be following up during the second week of April to see if you have any questions regarding my application. I will then be happy to answer ...
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Job interviews: part 3 1) Watch the video and fill in the blanks 

The proper body language ______ interest and engagement. NO ______! Step 11: Before you leave, ask about the next step in the process and the ______ ...
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CCTV 1) Fill in the blanks and circle the right answer If you are headed 

you a scolding as well. NBC Dawna Friesen explains. DF: Walk down any street in Britain and they are there. More than 4 million security cameras most of them.
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le verbe FAIRE A. Le verbe FAIRE Fill in the blanks with ... 

Fill in the blanks with the CORRECT FORM of the expression that appropriately completes the sentence. You may use some expressions more than once! faire.
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2. The electricity grid Fill in the blanks with t - Jean-David Delord 

âƒ� It requires many infrastructures to carry electricity from power plants to ... steam â€“ generator - turbine â€“ rotor - shaft - coil - magnetic â€“ blackout - fossil fuels ...
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Worksheet Week 7: CCTV Fill in the blanks with the following words 

Another satirical name for a CCTV camera is ... CCTV cameras with speakerphones: a) 7 b) 17 ... Middlesbrough Mayor used to work for a security agency. R/W ...
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email letter resume cover letter dbid 1h2w 












 


[image: alt]





Letter Dyslexia in a Letter-by-Letter Reader 

moreover, could also explain the patient's letter visual errors. In access processing, in fact ... component letters of a word in parallel, so that the visual word form can be accessed only by ...... An account of basic findings. Psychological Review
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Letter Dyslexia in a Letter-by-Letter Reader 

The aim of our study is to consider explicitly this relationship. We report a patient ... he tended to misidentify the same letters, that is, in most cases, the ones ... behavior. CASE REPORT .... Read out of 30 Sample Words of Various Lengths.
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cover letter for resume in retail dbid 4z69l 
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Fill the Void 

Synopsis. Fill the Void tells the story of an Orthodox Hassidic family from Tel Aviv. Eighteen-year-old Shira is the youngest daughter of the family. She is about to ...
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cover letter for a cv examples dbid 10uzn 
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document controller resume cover letter dbid 4hl4 
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cover letter format match resume dbid 4z6yw 
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cover letter resume application order dbid 2shpq 
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education resume cover letter template dbid og9q 
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Report Cover letter 1) Fill in the blanks A





Your name




Email




Reason
-Select Reason-
Pornographic
Defamatory
Illegal/Unlawful
Spam
Other Terms Of Service Violation
File a copyright complaint





Description















Close
Save changes
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Signe






Email




Mot de passe







 Se souvenir de moi

Vous avez oublié votre mot de passe?




Signe




 Connexion avec Facebook
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