Lomonosov Moscow State University

Raisa V. Dorogikh, Liubov I. Teplova

How TO WRITE
FORMAL LETTERS

Study guide for students of English

Sevastopol
Ribest
2018



Lomonosov Moscow State University

Raisa V. Dorogikh, Liubov I. Teplova

How TO WRITE
FORMAL LETTERS

Module Il.
Employment Letters

Edited by Yu. Sitko

Study guide for students of English

Sevastopol
Ribest
2018



YAK 811.111
BBK 81.2 AHrn. =5

D-69
How to Write Formal Letters
PekomeHZ0BaHO K neyatu
MeTtoamnyeckmm cosetom Gunmana MIY s r. Cesactonone,
npoTtokon Ne 4 ot «15» peBpana 2017 r.

PeueH3eHTbI

KaHA,. Gunon. Hayk, AOUEHT Kadeapbl «Teopua U NPaKTUKa NepeBoia»

®rAQY BO «CeBacToN/IbCKNIM rocyAapCTBEHHbIN YHUBEPCUTET»

H. A. Tynesey,

KaHA,. dunon. Hayk, 4ou,., 3aBradepoit NepeBoda U NepeBoLoBeAeHUA

FAOY BO /10 «JIeHWUHIpaACKMI rocyAapcTBeHHbI yHUBepeuTeT M. A. C. MyLIKWUHa»
N.B.KoutobumHcKas
Dorogikh R.V.

D-69 How to Write Formal Letters: Study guide for students of English /
R. V. Dorogikh, L. I. Teplova; Lomonosov Moscow State University. — Sevas-
topol: Ribest, 2018.
ISBN
Dorogikh R.V.
D-69 Module II: Employment Letters. Study guide for students of English /
R. V. Dorogikh, L. I. Teplova; ed. by Yu.Sitko; Lomonosov Moscow State
University. — Sevastopol: Ribest, 2018. — 64 c.
ISBN
Y4ebHOe mocobue pa3paboTaHO Ha Kadenpe HHOCTPaHHBIX SA3BIKOB (rmara MI'Y B
r. CeBacTomnosie ¥ MpeAHa3HAYCHO Ui (POPMHUPOBAHHS y CTYACHTOB CTOMKMX HABBIKOB
JIeTIOBOM TIEPENUCKH B COOTBETCTBHHU C KaHILEIAPCKOM NpakTHKOi. Onupasick Ha coBpe-
MEHHBIE JIMHIBOCTPAHOBEAYESCKUE MPEICTABICHHUS MOCOOHE YUUTHIBACT PA3HUILY B JEJIO0-
Boi mepenmcke B Benmnkobpuranun n CIIA. Moayns ocBemaeT actekT AeI0BOH mepe-
MUCKMA CBSI3aHHOW C BONpOCAaMM TPYIOYCTPOWCTBA U IPEKpAILICHUS TPYAOBBIX
OTHOIICHHUH.
J11st pyCCKOSI3BIYHBIX CTYJICHTOB U B3POCIIBIX O0YUYAIOIIUXCS, N3YYaIOUIMX aHTIIMHCKHIA
SI3bIK Ha MPOJIBUHYTOM YpPOBHE.

ISBN (M. I1)
ISBN © Dorogikh R.V., text, 2018
Teplova L. I., text, 2018



INTRODUCTION

‘Employment Letters’ is Module 2 of the study guide on writing formal letters (Module 1 ‘Let-
ters from Customers’; Module 3 ‘Courtesy Letters’).

This study guide is for intermediate and upper-intermediate learners of English. It intends to
provide them with some instructions on formal letter writing and to facilitate this process.

Module 2 contains seven letters arranged in three sections: Covering Letter, Letter of Rec-
ommendation, and Letter of Resignation.

Each section has two or three sample letters and provides information about the format used
in this type of a letter and the instruction. Sample letters provided in each section can be
used as a guide for one’s own writings. The format is given with the purpose to describe HOW
to write letters of a specific type and the instruction explains WHY letters of this type are writ-
ten.

The study guide is based on real formal letters dealing with the most common situations of
formal communication which do not require profound legal or economic knowledge and spe-
cific terms.

Sample letters are presented in both layouts which are typical for an English formal letter: the
indented form used mainly in the UK and the block form traditionally used in the US. In the
format we stick to the indented form and in real letters original layouts, punctuation as well
as original spelling (British or American) are preserved.

Each letter sample is followed by a standard set of eight exercises.
1. Reading the letter for the first time and determining the meaning of the words;

2. Reading the letter for the second time for detail and discussing questions based on the
content of the letter;

3. Finding the English equivalents for the Russian terms?;

4. Putting the sentences in the body of the letter in the correct order;

5. Banked gap filling;

6. Banked gap filling with the correct form of the verb;

7. Banked gap filling with the correct phrase;

8. Open cloze task.

Each section closes with an assignment to write a letter of the type they studied.

In this Module we do not provide any general information on formal letters writing (structure,
layout, punctuation, etc.) as Module 1 contains a special section devoted to it.

! The study guide is intended primarily for Russian speaking learners of English which explains why this exercise
is given here.



6 Introduction

The letters in this Module are the ones that are submitted to an employer by an applicant
(covering letter, curriculum vitae, and letter of recommendation) or an employee (letter or
resignation) and are an indispensible element of an employment process.



COVERING LETTER

Format
Sender’s name
House number, street address
Place (city or town)
Area code
Telephone (optional)
Email address (optional)

Date
Reciever’'s name
(Title and
Company if necessary)
House number, street address
Place (city or town)
Area code

Salutation

Subject (optional)

Introductory paragraph. Introduce yourself and say why you are writing the letter.
Begin by stating the position you're applying for, identify the source of the information (a
person, a newspaper, including date, etc.) and when you are available to start.

Body paragraph(s). Describe your educational background and professional
experience. Focus on those things from your resume that best relate to the position you
are applying for and set you apart. Demonstrate how your skills match the specific
requirements of the job description. Explain what attracted you to this vacancy and type of
work; why you're interested in working for the company; and what you can offer to the
organisation.

Concluding paragraph. Say you are enclosing your resume and / or other supporting
material. State your willingness to provide more information and indicate your desire for a
personal interview, while mentioning any dates when you are unavailable. Finish by
thanking the employer and say how you are looking forward to receiving a response.

Valediction
(signature)
Sender’s typed name



8 Covering letter

Il. SAMPLE 1
1. Read the letter. Make sure that you understand the meaning of all words.
Tony Morris
120 Made Up Street
Birmingham
B1 1AA

T: 08700610121
E: info@dayjob.com

19 March 2012
Richard Green
Hiring Manager
Dayjob Ltd
120 Vise Street
Birmingham
B18 6NF

Dear Mr Green,

As a manager with a broad based managerial and retail background, | would like to
present my resume in consideration for your Retail Managers position, which was
advertised this week on the www.dayjob.com website.

Your company’s reputation within the retail industry suggests that you only employ
staff of the highest calibre. It is for this reason more than any other that | would jump at
the chance of joining an esteemed institution such as yours where hard work is acknowledged
and rewarded.

Having an experience of working for leading high street retailers, | possessed a
variety of retailing skills that | feel will prove to be highly valuable to your company. The
consistent theme throughout my career has always been my ability to drive operational,
visual and customer service standards to the highest levels. | also possess creative flair as
well as first class communication skills, and am able to quickly identify fashion trends and
exploit retailing opportunities.

However what really sets me apart from other candidates is my proven ability to
maximise business opportunities, develop my staff to deliver greater service and my long
track record of hitting sales targets. As someone who recognises that success starts with
people, | would also like to point out that | specialise in staff selection, retention, training
and performance monitoring, all of these are vital in ensuring that my team is always a
skilled, capable and motivated workforce.

| firmly believe that my combined experience and competences can make an
immediate and positive impact on your business. | realise that this letter alone may not
sufficiently convey all my abilities, therefore | would appreciate the opportunity of a
personal interview with you, where | will be able to demonstrate my suitability further and
in more detail.

Yours sincerely,

Tony Morris
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2. Read the letter again and answer the questions
1. Who is the addressee of this letter?

3. In the letter find English equivalent s to the following Russian words and phrases

1) NpefoCTaBUTb PEIIOME HA PACCMOTPEHME ....vvieerietieeiieeieeetee et et e eiaeeseesteeenteeteestaeesseesaeesnseenseans ;
2) VMETD OMBIT PABOTDI 1.uviiviiiiiieiieetie et et ettt ettt ettt et e st e st e e ae e e te e e st e e aaeetaeesbeeaaessseesseessaeenseenseeseeas ;
3) 06134aTb HAaBbIKAMM POSHUUHOM TOPTOBIIM ..eevveieiieiieeiieesieeieeeteeesteesaeeeiaeeaeestaesaaeenseesaaeenseeseeseees ;
4) OKa3aTbCA YPE3BbIYANHO LEHHBIM 1A BAEN KOMMAHMM ..ooviieiiieiieeieeieeee e ;
5) cnocobHOCTb NPOABMUIaTb CTAHAAPTbI 40 CAMOTO BbICOKOTO YPOBHSA ..cvvvevveeriieiieeiieerveesieeeiveenneans
.............................................................................................................................................................. ;
6) 061a4aTb TBOPYECKMM HYYTHEM M XOPOLWMMM HABBIKAMU KOMMYHUKAUMM ..ooveieireiieieeiie e
.............................................................................................................................................................. ;
7) OMPEACIATD TEHIEHLIMM ..ottt ettt ettt e e ettt e e et e e eaa e et e et e e eae e et e aaae e et e enseeereeeaeas ;
8) NCMOMB30BATE BOSMOMHOCTM .. vviiiieiiieieiieeittee ettt ee et e e ettt e et e ettt e e ettt e ettt e et e e ettt e s ettt e st e e et e s eaaeesenaeas ;
9) OTANYATD KOFO-TMB0 OT APYITMX KAHZMIATOB ...vvevvievienveerieieesieeteasteeteesseesseseessesseessesseessesseesseessesnas ;
10) cnocoBHOCTb MAaKCMMa/IbHO PACLUMPATE BOZMOMKHOCTY BUIHECA ..ocvveeeieeiieceiceeeeeee e
.............................................................................................................................................................. ;
11) NOMOOP MEPCOHAIIA 1.vvieevieetie ettt ete ettt e et e et e et e et e e ete e et e et e e e te e et e e teeeat e e e e ereeeaseenaeens ;
12) KOHTPO/Ib PE3Y/IBTATOB PADOTDBI ...vviviieeiieeie ettt ettt e ettt e e te et e et e e eteeeaaeeaaeeereeeaseaareans ;
13) KBAaMOULMPOBAHHBIE PAOOUME KAZLPDI ....vviiviieeiietie e et e et et ete et ete e e e eae e et e e e e eaeeeareeaeens ;
14) NONOMKUTENBHO BIIMATD HA DMBHEC ..oiivviiieiieieiiieeeeie ettt ettt ettt ettt et et ;
15) A 6b1n1 Obl NPU3HATENEH 33 BO3MOMKHOCTb JIMYHOTO MHTEPBBHO....cvveeeiieeieeeieeieecteeeiee e ;
16) NPOAEMOHCTPMUPOBATD CBOHD MPUTOLHOCTD ..vevvietieeeteeteeeteeeteeeteeeaeeete e et e e e eeaeeeaaeenaeeereeeareeaeans ;
17) BOMEE LLETAMBHO ..ottt ettt ettt ettt ettt e ettt e e e ettt e ettt e et ettt e e
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4. Put the sentences in the body of the letter in the correct order
A. Tony Morris

120 Made Up Street
Birmingham

B1 1AA

T: 08700610121

E: info@dayjob.com

. Having an experience of working for leading high street retailers, | possessed a vari-

ety of retailing skills that | feel will prove to be highly valuable to your company. The
consistent theme throughout my career has always been my ability to drive opera-
tional, visual and customer service standards to the highest levels. | also possess
creative flair as well as first class communication skills, and am able to quickly identi-
fy fashion trends and exploit retailing opportunities.

C. 19 March 2012
D. However what really sets me apart from other candidates is my proven ability to

F.

maximise business opportunities, develop my staff to deliver greater service and my
long track record of hitting sales targets. As someone who recognises that success
starts with people, | would also like to point out that | specialise in staff selection,
retention, training and performance monitoring, all of these are vital in ensuring
that my team is always a skilled, capable and motivated workforce.

. Richard Green

Hiring Manager
Dayjob Ltd

120 Vise Street
Birmingham
B18 6NF

Dear Mr Green,

G. | firmly believe that my combined experience and competences can make an im-

mediate and positive impact on your business. | realise that this letter alone may
not sufficiently convey all my abilities, therefore | would appreciate the opportunity
of a personal interview with you, where | will be able to demonstrate my suitability
further and in more detail.

H. Your company’s reputation within the retail industry suggests that you only employ

staff of the highest calibre. It is for this reason more than any other that | would
jump at the chance of joining an esteemed institution such as yours where hard
work is acknowledged and rewarded.

[. Yours sincerely,
Tony Morris

J.

As a manager with a broad based managerial and retail background, | would like to
present my resume in consideration for your Retail Managers position, which was
advertised this week on the www.dayjob.com website.


mailto:info@dayjob.com
http://www.dayjob.com/

[l. Sample 1 11
5. Complete the letter with the appropriate word from the box
communication | reputation ability competences consideration
suitability skills managerial retention standards
Dear Mr Green,

As a manager with a broad based 1) .....ccccoeevvvieeieccicriee e and retail background, |
would like to present my resume in 2) .....oeeeeeeeieeeieriee e, for your Retail Managers
position, which was advertised this week on the www.dayjob.com website.

Your company’s 3) i within the retail industry suggests that

you only employ staff of the highest calibre. It is for this reason more than any other that |
would jump at the chance of joining an esteemed institution such as yours where hard
work is acknowledged and rewarded.

Having an experience of working for leading high street retailers, | possessed a

variety of retailing 4) ....c..cocovevviviiveieiieee. that | feel will prove to be highly valuable to
your company. The consistent theme throughout my career has always been my ability to
drive operational, visual and customer Service 5) ....ccccocovveieiveiieceveciene. to the highest
levels. | also possess creative flair as well as first class 6) .....ccccoeeveeevecieiveieeeeee, skills, and

am able to quickly identify fashion trends and exploit retailing opportunities.

However what really sets me apart from other candidates is my proven
7) e to maximise business opportunities, develop my staff to deliver
greater service and my long track record of hitting sales targets. As someone who
recognises that success starts with people, | would also like to point out that | specialise in
staff selection, 8) ....cccoveveiveieiieeeeee , training and performance monitoring, all of
these are vital in ensuring that my team is always a skilled, capable and motivated
workforce.

| firmly believe that my combined experience and 9) .......ccccoooviveveiiicee e can
make an immediate and positive impact on your business. | realise that this letter alone
may not sufficiently convey all my abilities, therefore | would appreciate the opportunity of
a personal interview with you, where | will be able to demonstrate my
10) oo further and in more detail.

Yours sincerely,
Tony Morris
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6. Complete the letter with the correct form of a verb from the box

appreciate join prove be suggest

deliver ensure advertise have exploit

Dear Mr Green,

As a manager with a broad based managerial and retail background, | would like to
present my resume in consideration for your Retail Managers position, which
1) oo this week on the www.dayjob.com website.

Your company’s reputation within the retail industry 2) ..o that
you only employ staff of the highest calibre. It is for this reason more than any other that |
would jump at the chance of 3) .o, an esteemed institution such as
yours where hard work is acknowledged and rewarded.

Y e an experience of working for leading high street retailers,
| possessed a variety of retailing skills that | feel 5) .o, to be highly
valuable to your company. The consistent theme throughout my career
o) I AlWaYS oo my ability to drive operational,
visual and customer service standards to the highest levels. | also possess creative flair as
well as first class communication skills, and am able to quickly identify fashion trends and

7) e retailing opportunities.
However what really sets me apart from other candidates is my proven ability to
maximise business opportunities, develop my staff 8) .....ccccoviviiiiiiiiiciiccee, greater

service and my long track record of hitting sales targets. As someone who recognises that
success starts with people, | would also like to point out that | specialise in staff selection,
retention, training and performance monitoring, all of these are vital in
9) e that my team is always a skilled, capable and motivated
workforce.

| firmly believe that my combined experience and competences can make an
immediate and positive impact on your business. | realise that this letter alone may not
sufficiently convey all my abilities, therefore | would 10) ...cccooeiviioiiiiiiieicee, the
opportunity of a personal interview with you, where | will be able to demonstrate my
suitability further and in more detail.

Yours sincerely,

Tony Morris



http://www.dayjob.com/
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).
Dear Mr Green,

As a manager with a broad based managerial and retail background, | would like to
present my resume in consideration for your Retail Managers position, which was
advertised this week on the www.dayjob.com website.

Your company’s reputation within the retail industry suggests that
1) e It is for this reason more than any other that | would jump at
the chance of joining an esteemed institution such as yours where

Having an experience of working for leading high street retailers, | possessed a

variety of retailing skills that | feel will prove to be 3) .. The
consistent theme throughout my career has always been my ability to drive operational,
visual and customer service standards 4) .......coccveveeieviiieiiie e | also possess creative

flair as well as first class communication skills, and am able to quickly identify fashion
trends and 5) oo

However what really sets me apart from other candidates is my proven ability
B) creee e , develop my staff to deliver greater service and my long track
record of hitting sales targets. As someone who recognises that success starts with people,
| would also like to point out that | specialise in staff selection, retention, training and
performance monitoring, all of these are vital in ensuring that my team is
7) e

| firmly believe that my combined experience and competences can make
8) e, | realise that this letter alone may not sufficiently convey all
my abilities, therefore | would appreciate the opportunity of a personal interview with you,
where | will be able to demonstrate my suitability further and in more detail.

Yours sincerely,
Tony Morris

A. always a skilled, capable and motivated workforce
B. to the highest levels

C. you only employ staff of the highest calibre

D. exploit retailing opportunities

E. an immediate and positive impact on your business
F. highly valuable to your company

G. hard work is acknowledged and rewarded

H. to maximise business opportunities


http://www.dayjob.com/
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Dear Mr Green,

As a manager with a broad based 1) ...
background, | would like to present my resume in consideration for your Retail Managers
position, which was advertised this week on the www.dayjob.com website.

Your company’s reputation Within 2) ...,
suggests that you only employ staff of the highest calibre. It s
B ettt more than any other that |
would jump at the chance of JOINING 4) ..o
such as yours where hard work is acknowledged and rewarded.

Having an experience of working for 1eading 5) ...ccceeiiiiieiiiie e ,
| possessed a variety of retailing skills that | feel will prove to be highly valuable to your
company. The consistent thEME 6) ..ot e
has always been my ability to drive operational, visual and customer service standards to
the highest [evels. | alSO POSSESS 7) oottt ettt st as
well as first class communication skills, and am able to quickly identify fashion trends and
exploit retailing opportunities.

However what really sets me apart from other candidates s

8 ) ettt sttt ettt eae e to maximise business
opportunities, develop my staff to deliver greater service and my long track record of
D) ettt ettt As someone who recognises that

success starts with people, | would also like to point out that | specialise in staff selection,
retention, training and performance monitoring, all of these are vital in ensuring that my
team is always a skilled, capable and motivated workforce.

I firmly believe that 10) ...ttt e and
competences can make an immediate and positive impact on your business. | realise that
this letter alone may not sufficiently convey all my abilities, therefore | would appreciate
the opportunity of a personal interview with you, where | will be able to demonstrate my
suitability further and in more detail.

Yours sincerely

Tony Morris


http://www.dayjob.com/
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Ill. Instruction

Before reading the text discuss the following questions with your partner. Then read the text
and compare your answers with the information from the text.

1. When do people write covering letters?

2. What parts can a covering letter be divided in?

3. What information does each part include?

4. What is CV? How does CV differ from a covering letter?

What is a covering letter?

This is a letter that you send when applying for a job. In the covering letter you introduce
yourself and explain which vacancy you're applying for.

As with all formal letters, the covering letter is divided into three sections: the introduction,
which details why the applicant is writing; the body, which discusses relevant qualifications;
and the closing, which thanks the reader and provides contact information and follow-up de-
tails.

Those who make hiring decisions review many letters. To save their time and to draw atten-
tion to your strengths as a candidate, you should state your objective directly at the beginning
of the letter. Identify the job by title and let the addressee know how you learned about it.

In the succeeding paragraphs, expand on your qualifications adding any appropriate details
and highlighting experience that is especially relevant to the job you are applying for.

Close your letter with a request for an interview stating where you can be reached and when
you will be available.

The covering letter is usually sent with your Curriculum Vitae (CV). As it will most likely be
read before your CV, it should be convincing enough to encourage recruiters to read your en-
closed CV. Well written covering letter can help your CV get noticed, is vital in creating a good
first impression and can be a key factor in inviting you to a job interview.

Actually a covering letter gives you the chance to express all those things that do not com-
fortably fit into a CV's rigid structure. Therefore it should express a high level of interest and
knowledge about the position, and be used to promote you as a person, your achievements
and your personal qualities.

Remember that you may be competing with many other applicants. It's important to write a
letter that specifies what sets you apart from others and makes you one of the best candi-
dates for the position. Make sure that your covering letter is targeted to the position for
which you are applying.

Prepare your covering letter with utmost care, and proofread it carefully before submitting.
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IV. SAMPLE 2

1. Read the letter. Make sure that you understand the meaning of all words.
Mark Harris
56 Some Made Up Street,
Birmingham B1 1AA
T: 0870061 0121
E: info@dayjob.com

22 February 2012
Graham Howard
Hiring Manager
Dayjob Ltd.
120 Vyse Street
Birmingham
B18 6NF

Dear Mr Howard,

Further to your advertisement for a retail position on www.dayjob.com, | should like
to apply for this vacancy, and enclose my curriculum vitae for your consideration. | am very
interested in this post as | believe that | have the right combination of relevant industry
experience, retailing skills and sales knowledge to not only make me an ideal candidate,
but also a real asset to your company.

For the past three years | have worked for a well known high street retailer, where |
have gained a reputation for making the right choices on key decisions about product
selection, visual marketing, promotions and stock control. My prior work experience has
given me a strong sense of client service, and a comprehensive understanding of the UK
retail marketplace.

| am constantly maintaining an awareness of market trends in the retail industry, and
monitoring what local competitors are doing. | keep me in touch with the latest industry
developments by being a member of numerous industry forums and associations, which
allows me to interact with other retailing, marketing and advertising professionals. | feel
my strongest abilities are:

— always ensuring that the highest standards of quality, customer service and health
and safety are adhered to;

— managing and motivating those who work with me to increase sales and ensure
efficiency;

— being able to warmly greet customers and then quickly find out what their needs
are.

| consider myself to be a dedicated and dependable individual who possesses
excellent verbal communication and customer orientation skills.

| feel that your company is the type of organisation in which | would excel, and | am
convinced that my background, experience and qualifications would make me a perfect fit
for your vacancy. In closing | thank you for your time and consideration, and | hope to have
the opportunity to discuss the opening with you in person.

Yours sincerely,

Mark Harris


mailto:info@dayjob.com
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2. Read the letter again and answer the questions.
1. What is the name and position title of the addressee of the letter? .........cccoovveviiiiiicicciiiene,

3. In the letter find English equivalents to the following Russian words and phrases.

1) npunaraTb GMorpadunto AN BAWEro PACCMOTREHM ...vviivvieiieeiie ettt
2) COOTBETCTBYOULMIM OMBIT PABOTBI B OTPACIM ..evvieiviieiieeeiee ettt ettt e ense e
3) AENCTBUTE/IbHO LEHHbIN COTPYAHMK AAR BAEN KOMMIAHMM ..ooovveeieieeciieeeee e
4) NIPUOBPECTU PEMYTAUMEID 1.vvevvieeieeeite ettt et et eetteesteestteeseeeseestaeesseesseesaseesseesseesasessseesseeseeenseenseans ;
5) AeNaTb MPABUIBHBIN BBIOOP .ecuviiiviieiiieitie ettt ettt ettt ettt et et e era et eenaeenbeeseesnae e ;
6) KOHTPO/Ib 3@ COCTOAHMEM TOBAPHDBIX 3AMACOB.....c.vviiviierrieiteeeiteesreestreereeseesteeesreeseessaeesseesseesneas
7) BCECTOPOHHEE MOHUMAHME POSHUUHOTO PBIHKA cvviuvrereirieneeeteeieasiesieeneeseeaseesseaseesseaneesneaneesseennas
8) ocBe4OMNEHHOCTb (MHOOPMUPOBAHHOCTL) O TEHAEHLUAX PBIHKA 1.vvevveeeierieeiienie e
......................................................................................................................................................... ;
9) BbITb B Kypce NOCAEAHNX PA3PAOOTOK B OTPACTM ..vveueiiiieeeieeieeeiee ettt et
......................................................................................................................................................... ;
10) B3aMMOAENCTBOBATb C MPODECCUOHAMAMM ...t e ettt eae et e e eaeans
......................................................................................................................................................... ;
11) rapaHTMPOBATb CaMble BbICOKME CTAHAAPTDI KAUECTBA ..uveevierreerieeieeetreeereeeteeeveeieeeaeeeareeieans
......................................................................................................................................................... ;
12) NpuAaep*MBaTbCA CAMbIX BbICOKMX CTAHAAPTOB KAUECTBA .veevveerreeereeeeeeeeeeeeeeeeareeieeeneeeneeanens
......................................................................................................................................................... ;
13) YBEIMUMBATD TPOLAMKM ...t et ettt e et e et ettt e et e et e e et e et e e eteeeas e et e e eae e et e eateeeaeeenseeaeaas
......................................................................................................................................................... ;
14) rapaHTMPOBaTb (06ECNEUMBATD) PE3Y/TBTATUBHOCTD . ...ecvvierieerteeeieeieeeteeeteeeteeeeeeeteeeaeeereeaeaas
......................................................................................................................................................... ;
15) NPeAaHHbIN N HAZEHKHDBIA UEITOBEK .....ccvveeeieetteeeteeetee et e eie et e et e ete et e et e et e e eae e et e e aeeeaeeeaaeeaeaas
......................................................................................................................................................... ;
16) ,OONBATLCA OT/IMUHDBIX PE3YIIBTATOB ..veviivierietreseeeteeseeateesseasaesseaseesseesseaseesseaseasseassesseassesseaneens
......................................................................................................................................................... ;
17) npeAblaywan AeATENbHOCTb, OMBIT M KBAZIMDUKALMA . ..cveeeierieieenieeieesieeieenieenie e enie s eeeseeaneens
......................................................................................................................................................... ;
18) naeanbHaa KAHAUAATYPA ANA 3AMELLUEHMA BAKAHCUM ...veeeierieieenieeieeieeieeieeneesieenie e aeesneaneens
......................................................................................................................................................... ;
19) bnaroaapto, YTO YAEAMAM MHE BPEMA M BHUMAHUE ....ecveeeierieieenieeieeieeieenieeneenieeseenseeneesneeneens
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Covering letter

4. Put the sentences in the body of the letter in the correct order.
A. For the past three years | have worked for a well known high street retailer, where |

@)

E.

F.

have gained a reputation for making the right choices on key decisions about
product selection, visual marketing, promotions and stock control. My prior work
experience has given me a strong sense of client service, and a comprehensive
understanding of the UK retail marketplace.

. 22 February 2012
. Dear Mr Howard,
. | am constantly maintaining an awareness of market trends in the retail industry,

and monitoring what local competitors are doing. | keep me in touch with the latest
industry developments by being a member of numerous industry forums and
associations, which allows me to interact with other retailing, marketing and
advertising professionals. | feel my strongest abilities are:

— always ensuring that the highest standards of quality, customer service and
health and safety are adhered to.

— managing and motivating those who work with me to increase sales and ensure
efficiency.

— being able to warmly greet customers and then quickly find out what their needs
are.

Graham Howard

Hiring Manager

Dayjob Ltd.

120 Vyse Street

Birmingam

B18 6NF

| consider myself to be a dedicated and dependable individual who possesses
excellent verbal communication and customer orientation skills.

G. | feel that your company is the type of organisation in which | would excel, and | am

E:

convinced that my background, experience and qualifications would make me a
perfect fit for your vacancy. In closing | thank you for your time and consideration,
and | hope to have the opportunity to discuss the opening with you in person.

H. Yours sincerely,

Mark Harris

. Further to your advertisement for a retail position on www.dayjob.com, | should like

to apply for this vacancy, and enclose my curriculum vitae for your consideration. |
am very interested in this post as | believe that | have the right combination of
relevant industry experience, retailing skills and sales knowledge to not only make
me an ideal candidate, but also a real asset to your company.

. Mark Harris

56 Some Made Up Street,
Birmingam B1 1AA
T:0870 061 0121
info@dayjob.com
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5. Complete the letter with the appropriate word from the box

curriculum vitae | dependable asset forums awareness

quality relevant consideration vacancy key

Dear Mr Howard,
Further to your advertisement for a retail position on www.dayjob.com, | should like to apply

for this 1) e , and enclose MY 2) i for your con-
sideration. | am very interested in this post as | believe that | have the right combination of
3) e industry experience, retailing skills and sales knowledge to not on-
ly make me an ideal candidate, but alsoareal 4) .........c.ccoeevevevevveveneene... to your company.

For the past three years | have worked for a well known high street retailer, where | have
gained a reputation for making the right choices on 5) .o, decisions
about product selection, visual marketing, promotions and stock control. My prior work expe-
rience has given me a strong sense of client service, and a comprehensive understanding of
the UK retail marketplace.

| am constantly maintaining an 6) ......c.cccceeeevevvierece e, of market trends in the retail in-
dustry, and monitoring what local competitors are doing. | keep me in touch with the latest
industry developments by being a member of numerous iNdustry 7) ...cccceeeveveviieiceieeeeeeee,
and associations, which allows me to interact with other retailing, marketing and advertising
professionals. | feel my strongest abilities are:

— always ensuring that the highest standards of 8) .......ccccoooeieiviiiice v , customer service
and health and safety are adhered to;

— managing and motivating those who work with me to increase sales and ensure efficiency;
— being able to warmly greet customers and then quickly find out what their needs are.

| consider myself to be a dedicated and 9) .....cccoevviiieeviiccie individual who possesses
excellent verbal communication and customer orientation skills.

| feel that your company is the type of organisation in which | would excel, and | am con-
vinced that my background, experience and qualifications would make me a perfect fit for
your vacancy. In closing | thank you for your time and 10) ....c.covvvvvieviveievceceeeeeee , and | hope
to have the opportunity to discuss the opening with you in person.

Yours sincerely,

Mark Harris
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6. Complete the letter with the correct form of a verb from the box

maintain work make increase not make

be convince enclose adhere to give

Dear Mr Howard,
Further to your advertisement for a retail position on www.dayjob.com, | should like to apply
for this vacancy, and 1) ....ccccocevveieviiviice e, my curriculum vitae for your consideration. |
am very interested in this post as | believe that | have the right combination of relevant indus-
try experience, retailing skills and sales knowledge 2) ....cciiiiiiiiiiiniiieiiine, only
veereeeeme anideal candidate, but also a real asset to your company.

For the past three years | 3) ...ccccoeiiieiieciciieieceee for a well known high street retailer,
where | have gained a reputation for4) ..., the right choices on key deci-
sions about product selection, visual marketing, promotions and stock control. My prior work
EXPEIIENCE 5) oo me a strong sense of client service, and a comprehen-
sive understanding of the UK retail marketplace.

[ B) oot constantly oo, an awareness of market
trends in the retail industry, and monitoring what local competitors are doing. | keep me in
touch with the latest industry developments by 7) ..o a member of nu-
merous industry forums and associations, which allows me to interact with other retailing,
marketing and advertising professionals. | feel my strongest abilities are:

— always ensuring that the highest standards of quality, customer service and health and
Safety 8) v

— managing and motivating those who work with me 9) ..o, sales and
ensure efficiency.

— being able to warmly greet customers and then quickly find out what their needs are.

| consider myself to be a dedicated and dependable individual who possesses excellent verbal
communication and customer orientation skills.

| feel that your company is the type of organisation in which | would excel, and |
10) i that my background, experience and qualifications would make
me a perfect fit for your vacancy. In closing | thank you for your time and consideration, and |
hope to have the opportunity to discuss the opening with you in person.

Yours sincerely,

Mark Harris
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).

Dear Mr Howard,

Further to your advertisement for a retail position on www.dayjob.com, | should like to apply
1) e , and enclose my curriculum vitae for your consideration. | am very
interested in this post as | believe that | have the right combination of relevant industry expe-
rience, retailing skills and sales knowledge to not only make me an ideal candidate, but also

For the past three years | have worked for a well known high street retailer, where | have
gained a reputation for making the right choices on key decisions about
3) e My prior work experience has given me a strong sense of client
service, and a comprehensive understanding 4) .......c.cccocoveveiveieeeeeeienne.

| am constantly maintaining an awareness of market trends in the retail industry, and moni-

toring 5) coveveievveeesiee e | keep me in touch with the latest industry developments
by being a member of numerous industry forums and associations, which allows me
B) creei e | feel my strongest abilities are:

— always ensuring that the highest standards of quality, customer service and health and
safety are adhered to.

— managing and motivating those who work with me 7) .......ccccoveiiivi i
— being able to warmly greet customers and then quickly find out what their needs are.

| consider myself to be a dedicated and dependable individual who possesses excellent verbal
communication and customer orientation skills.

| feel that your company is the type of organisation in which | would excel, and | am con-
vinced that my background, experience and qualifications would make me
8) e, In closing | thank you for your time and consideration, and | hope
to have the opportunity to discuss the opening with you in person.

Yours sincerely,
Mark Harris

A. of the UK retail marketplace

B. for this vacancy

C. to interact with other retailing, marketing and advertising professionals
D. a perfect fit for your vacancy

E. what local competitors are doing

F. to increase sales and ensure efficiency

G. areal asset to your company

H. product selection, visual marketing, promotions and stock control
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Dear Mr Howard,

Further to your advertisement for a retail position on www.dayjob.com, | should like to apply
for this vacancy, and enclose my curriculum vitae for your consideration. | am very interested

) ettt as | believe that | have the right com-
DINALION OF 2) it , retailing skills and sales
knowledge to not only Make ME 3) .t but
also a real asset to your company.

For  the past  three  vyears | have  worked for a well known
A) ettt where | have gained a reputation for
making the right ChOICES 5) oo about prod-
uct selection, visual marketing, promotions and stock control. My
D) ettt ettt ettt e has given me a strong sense of client

service, and a comprehensive understanding at the UK retail marketplace.

['amM CONSEANTIY 7) oottt of market trends in
the retail industry, and monitoring what local competitors are doing. | keep me in touch with
the 8) ... ettt st s sn e e DY DEING @ Member of numerous

industry forums and associations, Whlch aIIows me to interact with other retailing, marketing
and advertising professionals. | feel my strongest abilities are:

e always ensuring that the highest standards of quality, customer service and health and safe-
ty are adhered to.

* managing and motivating those who work with me to increase sales and ensure efficiency.

. being able to warmly greet customers and then
D) e e e what their needs are.

| consider myself to be a dedicated and dependable individual who possesses excellent verbal
communication and customer orientation skills.

| feel that your company is the type of organisation in which | would excel, and | am con-
vinced that my background, experience and qualifications would make me a perfect fit for
your vacancy. In closing I thank you for your
L0 e et , and | hope to have the opportunity
to discuss the opening with you in person.

Yours sincerely,

Mark Harris
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V. Covering Letter vs Curriculum Vitae

Before reading the text discuss the following questions with your partner. Then read the text
and compare your answers with the information from the text.

1. What is a CV standard layout format?
2. How is information listed in a CV: in direct or reverse chronological order?
3. How often should you update your CV?

Curriculum Vitae is one more document submitted when you are applying for a job.

The term 'Curriculum Vitae', commonly abbreviated to CV, is the Latin for 'a course of life'.
Sometimes referred to as a résumg, it's a summary of your career history. If you're a recent
graduate and can't demonstrate a long career history, you can still list gap year experience,
part time work, charity work, internships and association memberships.

There is no standard or perfect layout format and different people in different situations will
need to lay their document out in a different way. In spite of various ways to create this doc-
ument, every CV should include the following sections:

Your name and contact detail

Education

Previous jobs and work experience

Your skills (such as Languages, Driving license, IT skills)
A bit of information about you (hobbies and interests)

Employers will appreciate a CV with clearly headed sections, good spacing and short, sensible
blocks of information.

All information should be listed in reverse chronological order (i.e. with the most recent at
the top), allowing your reader to see what you've done recently, then to continue reading if
they think it's relevant to their needs. Every time you complete a training course, volunteer or
gain new responsibilities you should update your CV.

V. Writing Assignment
A) Search the Internet, find various layouts for a CV (at least three CVs in different lay-
outs);
B) Make a list of sections included in these CV;
C) Create a CV (either with the information about you or any other person). In
the Internet you can find various templates which you can download and use in cre-
ating your CV.
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VI. SAMPLE 3

1. Read the letter. Make sure that you understand the meaning of all words.
Louise Cable
9 Monitor Close
Scanner End
Dorset
DO5 50D
Loisem7@hotmail.co.uk
01300 654 5678

30 April 2012

Ms P C Mouse
Computer Genius Inc
Monitor Road
Swindon

SW12 3WS

Dear Ms Mouse,
Graduate Position for Network Engineers

| am applying for the above position, which | saw advertised on your website. | have
recently completed a BSc (Hons)? degree in Computer network Management and have
achieved 2:13.

Your selection criteria stipulate that you require a good understanding of specific key
technologies. My degree has given me the knowledge, competence and understanding of a
wide range of languages, including HTML and JavaScript. A complete list is included in my CV.

Having entered university as a mature student, | have several years’ employment
experience in diverse roles including management, customer service and as an electronics
technician. This has given me a wide range of transferable skills related to the job
description including:

— technical and commercial skills

— problem solving skills

— written, oral and presentation skills

— customer service

| am impressed by the work you undertake within technology development in inner-
city schools, and | am very motivated to work for Computer Genius Inc.

| enclose my CV outlining my experience and training to date and hope that | will
have the opportunity to discuss at interview how | can use these to benefit your company
in the role of a network engineer.

Yours sincerely,
Louise Cable

Enc.

2 Bachelor of Science (Honours)

3 The British undergraduate degree classification grades bachelor’s degrees in the following way: 1%t — First Class
(70 % and above); 2:1 — Upper Second Class (60 % to 69 %); 2:2 — Lower Second Class (50 % to 59 %); 3™ — Third
(40 % to 49 %). Technically if someone got below 40 % they could still get a degree but without ‘Honours’.
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2. Read the letter again and answer the questions
1. What is the name of the company the candidate is applying for? ..o,

3. In the letter find English equivalents to the following Russian words and phrases

1) BbILLEYMOMAHYTAA ZLOSIHKHOCTD ...evvieveeeteeteeateettete et e et et e ete et eete e e e ae et e ese et e easeteenseeseensesseensesseesseas ;
2) TTOIYUMTD CTEMEHD «..ovviuteevtete ettt ettt ettt et e ettt e ettt e at et e st e te et e eas et e e as et e ens et e et e ese et e eneeseensennes ;
3) KPUTEPMM OTOOPA cuuiiiiieiiieiie ettt et et e ettt ettt ettt et e et e et e e st e e e e ae e e st e esseeaeeenaeeae e st e enseeseesnse e ;
4) NPeayCMATPUBAT, OOYC/TOBIIMBATD ..voveeviieeeeieiteeteeteeteesteeteesseese et e eteesseeseasseeaeeeseenseeseenseeneense s ;
5) LUMPOKMIA CIIEKTP ABBIKOB «..vveuvievieiiesiesteesteeteesteeteesseesaesseeseesseassesseessesseessesseessesseessesseessesseeseessannas ;
B) TTOSTHBIM CTTMCOK vt ieteee et e et ette e ettt e et e e ettt e ettt e e ettt e ettt e ettt e e ettt e e te e e eateeeeaaeeesaseesaeeseneeean ;
7) NOCTYMUTD B YHUBEPCUTET wvieutievieteeseeeteestesteasteeteesseessesseessessessseseassesseessesseessesseessesseessesnaeseensenses ;
8) BPEIIBIN CTYLEHT .ottt ettt ettt ettt ettt ettt ettt et e st et e st et et e e ae e st e e ae et e eneeseenseseenseanas ;
9) ONbIT PABOTbI (TPYAOYCTPOMCTBA) ..vveevvierrieiuieetieeieeetteeteesteeeiteeaeesteeeaseesseesaeessreesseessaessseeseessse e ;
10) PABHOOOPASHDIE POJTU et eeteee et et e et e et et e e et e e et e e et e e e ete e e enteeeeraeeeereeeereeeenreeeenes ;
11) OOCTYIUBAHME KIIMEHTOB ...cvveeeeeeeeeeeeeeteeeeaeee et e e et e e eateeeteeeenteeeetteeeeateeenaeeeeraeeeeneeeenreeeenreeeenns ;
12) TEXHUK MO 3NEKTPOHHOMY OBOPYAOBAHMEIO ..c.vvieviiiiieeeie ettt ae e ;
13) HaBbIKKM, KOTOPbIE MOTYT MPUFOANTLCA MNPU PABOTE B NHOOOM AOMKHOCTU oo,

......................................................................................................................................................... ;
14) kBanMUKALMOHHAA XaPaKTEPUCTUKA, AOKHOCTHBIE OBA3BAHHOCTM ..o
15) COOTBETCTBYIOLMMN Y.-/1., UMEIOLLIMINA OTHOLLEHUE K U.=Jl. oeeeereeereeeeeeeeeeeee e eeeeeeeneeeeenaeeeenaeeennens
16) HABbIKM PELUEHUA TTPOODMIEM....uviiiieree e et ettt e ettt e et e e e et e e et e e eteeeenaae e e ;
17) NPEANPUHUMATD, OCYLLECTBIIATD .oevviiuteeteeeteeeteeeteeeteeeteeeteeeteeesseeeteeeteeesseeseeeaeeeaseeseeeseeesseenseans ;
18) MPUMATATD PEBKOME ...vvieieieieeete et e et et e e et e et e et e et e et e et e et e e et e et e et e e eae e et e e eteeeaeeenaeaaeans ;
19) HAMETUTb B OOLUMX UEPTAX, MBJTATATD ..eeuvieeieeeieeeieeeteeeaee et e et e et e eeteeeae e et e eeteeeaeeeaeeeteeeaeeeaeeaeans ;
20) NPUHOCKUTD MOB3Y KOMITAHMM ....evievieeeiieeeee ettt ettt et et ettt e teeeae e eaae e e eeaeens



26 Covering letter

4. Put the sentences in the body of the letter in the correct order

A. Ms P C Mouse
Computer Genius Inc
Monitor Road
Swindon
SW12 3WS

B. I am applying for the above position, which | saw advertised on your website. | have
recently completed a BSc (Hons) degree in Computer network Management and
have achieved 2:1.

C. Dear Ms Mouse,

D. Graduate Position for Network Engineers

E. | enclose my CV outlining my experience and training to date and hope that | will
have the opportunity to discuss at interview how | can use these to benefit your
company in the role of a network engineer.

F. Your selection criteria stipulate that you require a good understanding of specific
key technologies. My degree has given me the knowledge, competence and under-
standing of a wide range of languages, including HTML and JavaScript. A complete
list is included in my CV.

G. Having entered university as a mature student, | have several years’ employment
experience in diverse roles including management, customer service and as an elec-
tronics technician. This has given me a wide range of transferable skills related to
the job description including:

— technical and commercial skills
— problem solving skills
— written, oral and presentation skills
— customer service.
H. Yours sincerely,
Louise Cable
Enc.

|. Louise Cable
9 Monitor Close
Scanner End
Dorset
DO5 50D
Loisem7@hotmail.co.uk
01300 654 5678

J. lam impressed by the work you undertake within technology development in inner-
city schools, and | am very motivated to work for Computer Genius Inc.

K. 30 April 2012
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5. Complete the letter with the appropriate word from the box

development competence problem diverse range

specific website network degree student

Dear Ms Mouse,

Graduate Position for Network Engineers

| am applying for the above position, which | saw advertised on your
1) e I have recently completed a BSc (Hons)
2) e in Computer network Management and have achieved 2:1.

Your selection criteria stipulate that you require a good understanding of
3) e key technologies. My degree has given me the knowledge,
A oo and understanding of a wide range of languages, including HTML

and JavaScript. A complete list is included in my CV.

Having entered university as @ mature 5) ... , | have several years’ em-
ployment experience in 6) ....cccccevveeeeeeviiiieriieieeiens roles including management, customer
service and as an electronics technician. This has given me a wide 7) ...cccovvveveieeceiecccere.
of transferable skills related to the job description including:

— technical and commercial skills

— 8) e solving skills
— written, oral and presentation skills

— customer service

| am impressed by the work you undertake within technology 9) .....ccccceveveveiecicicierne, in
inner-city schools, and | am very motivated to work for Computer Genius Inc.

| enclose my CV outlining my experience and training to date and hope that | will have the
opportunity to discuss at interview how | can use these to benefit your company in the role of
A10) e, engineer.

Yours sincerely,
Louise Cable

Enc.
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6. Complete the letter with the correct form of a verb from the box

give include undertake relate apply for

require benefit complete enter outline

Dear Ms Mouse,
Graduate Position for Network Engineers

1) cieeeeeeeieeeeeeeeee e, the above position, which | saw advertised on your website. |
2) e, FECeNtlY oo a BSc (Hons) degree in Computer
network Management and have achieved 2:1.

Your selection criteria stipulate that you 3) ....c.cccoooveiieiiieceee, a good understanding of
specific key technologies. My degree 4) .......ccccooovveveeveccececeenenne. me the knowledge, compe-
tence and understanding of a wide range of languages, including HTML and JavaScript. A
complete ISt 5) oo in my CV.

HaVINg 6) covveeeieeiece e university as a mature student, | have several years’ em-
ployment experience in diverse roles including management, customer service and as an elec-
tronics technician. This has given me a wide range of transferable skills
7) e to the job description including:

— technical and commercial skills

— problem solving skills

— written, oral and presentation skills
— customer service

| am impressed by the work you 8) ......ccccoevvieeeveeicieee within technology development
in inner-city schools, and | am very motivated to work for Computer Genius Inc.

lenclose My CV 9) i, my experience and training to date and hope that
| will have the opportunity to discuss at interview how | can use these
10) i your company in the role of a network engineer.

Yours sincerely,
Louise Cable

Enc.
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).

Dear Ms Mouse,
Graduate Position for Network Engineers

| am applying for the above position, which | saw advertised 1) ......ccccoooviiiiviiciciiiiene. I
have recently completed a BSc (Hons) degree in Computer network Management and

Your selection criteria stipulate that you require a good understanding of
B e My degree has given me the knowledge, competence and under-
standing of a wide range of languages, including HTML and JavaScript. A complete list is

Having entered university as a mature student, | have several years’ employment experience
in diverse roles including 5) ....coevvvivieviiei e This has given me a wide range of trans-
ferable skills related to the job description including:

— technical and commercial skills

— problem solving skills

— WIEEN, B) o,
— customer service

| am impressed by the work you undertake within technology development in inner-city
schools, and | am very motivated 7) ....ccccovvvevieiieciieieie e

| enclose my CV outlining my experience and training to date and hope that | will have the
opportunity to discuss at interview how | can use these to benefit your company

Yours sincerely,
Louise Cable

Enc.

A. management, customer service and as an electronics technician
B. specific key technologies

C. on your website

D. in the role of a network engineer

E. oral and presentation skills

F.included in my CV

G. have achieved 2:1

H. to work for Computer Genius Inc.
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Dear Ms Mouse,

Graduate Position for Network Engineers

am apPPIYING O 1) cooiiiceie et , which | saw adver-
tised on vyour website. | have recently completed a BSc (Hons) degree in
) ettt and have achieved 2:1.

YOUE 3 oottt ettt et st eb e et stipulate that you require a

good understanding of specific key technologies. My degree has given me the knowledge,
competence and understanding Of @ 4) ..o

languages, including HTML and JavaScript. A complete list
D) ettt ettt my CV

Having entered UNIVEISItY @S 6) .ottt st es et , | have
7 ) e ettt ettt et experience in diverse roles including

management, customer service and as an electronics technician. This has given me a wide
range of transferable skills related t0 8) ...
including:

— technical and commercial skills

— problem solving skills

— written, oral and presentation skills
— customer service

@M iMPrESSEA 9) oo you undertake within
technology development in inner-city schools, and | am very motivated to work for Computer
Genius Inc.

I enclose my CV outlining MY L10) ...ooooiiiiieiee ettt ettt e to date
and hope that | will have the opportunity to discuss at interview how | can use these to bene-
fit your company in the role of a network engineer.

Yours sincerely,
Louise Cable
Enc.

VII. Writing assignment

Find a job ad (in the Internet or elsewhere) and write a covering letter which you would send
as your reply to this ad. Make connections between your experiences, and the skills required
to excel in the job. Use these professionally written samples (1 — 3) to get ideas for your own
covering letter. Submit your covering letter together with the job ad for your teacher to see
the relevance between these texts.



LETTER OF RECOMMENDATION

I. Format

Sender’s name

House number, street address
Place (city or town)

Area code

Telephone (optional)

Email address (optional)

Date
Receiver’'s name
(Title and
Company if necessary)
House number, street address
Place (city or town)
Area code

Salutation
Subject (optional)

Introductory paragraph. Begin with introducing yourself and your relationship to the appli-
cant. This gives the reader an understanding why you chose to write the letter. Let the com-
pany know right from the start that you believe in this person.

Body paragraph(s). Give some context for your recommendation by saying how well you know
the person, for how long, and how you became acquainted. Focus on the key knowledge,
skills, and abilities of an individual. Be as specific as possible. For professional recommenda-
tion, include job titles, duties and achievements. Be specific about the candidate's qualifica-
tions and successes. Describe what the person has done using specific instances and exam-
ples, rather than generalities. Whenever possible, give evidence or stories to back you up.

Concluding paragraph. Finish the letter by giving a clear personal assessment of the individu-
al's skills. Welcome further inquiries and assure the reader that you are available for ques-
tions as needed. Reaffirm your willingness to recommend the candidate and, if appropriate,
invite the receiver to contact you, offering contact information.

Valediction

(signature)

Sender’s typed name
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Il. SAMPLE 1
1. Read the letter. Make sure that you understand the meaning of all words

Carla Pederson

JRW Inc.

123 Main St.
Philadelphia, PA 19103

January 4, 2016

Manager

Main St. Company
456 Main St.
Philadelphia, PA 12345

Re: Recommendation for Sharon Westman
Dear Hiring Manager:

| was initially impressed with Sharon Westman's enthusiasm, communication skills and pro-
fessional demeanor when | hired her four years ago as a customer service rep within
JRW Inc.'s call center. During the two years Sharon reported to me (I have since moved on to
a different department), she consistently demonstrated all of these qualities and more, and |
heartily endorse her for any customer service position.

Sharon is reliable, dedicated and eternally upbeat. Her ability to calm angry or frustrated cus-
tomers is unparalleled, and it is because of her excellence in this area that | repeatedly asked
her to mentor new employees in the call center. Sharon multitasks effectively and is able to
handle a high-volume workload. She consistently met or surpassed all weekly call center met-
rics (including customer satisfaction, call volume and response time), and her daily written
reports were accurate and thorough.

Of particular value to me as a former call center manager was Sharon's team player mind-set,
enthusiastic embrace of change, ability to work with minimal supervision and unwavering
commitment to exceeding customer expectations. | regularly received unsolicited praise from
customers commending Sharon's outstanding level of service, professionalism and follow-
through.

Organized and diligent, Sharon quickly learned technology systems and software that were
unfamiliar to her when she first started with JRW, and she also attended optional professional
development seminars offered through the company. She is pursuing an associate's degree in
business through evening classes at ABC Community College.

Sharon is a hardworking, top-performing customer service professional. She has my highest
recommendation, and | am happy to furnish more details if you would like additional infor-
mation.

Sincerely,

Carla Pederson
Field Service Manager (former Call Center Manager)

JRW Inc.
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2. Read the letter again and answer the questions

1. Did Carla Pederson supervise Sharon Westman in a working environment or were
they PEEI COIBAGUEBS? ..o ettt e e tre e
2. What division within JRW Inc. was Sharon Westman employed in? ........c..ccoevveevieennen.
3. What position did sShe held?........ccooiiiiieee e
4. How did Sharon Westman develop professionally while working for JRW Inc.? ...........

5. Why does the author use the abbreviation Re: in the subject line?

3. In the letter find English equivalents to the following Russian words and phrases

1) NPODECCUOHANBHOE MOBEEHME ...ttt ettt ettt eeae e ens ;
2) HAXOAUTBHCA B MOLAUMHEHMM Y Kol oeeuiieiieeiee e et eetee et eat ettt et e eteeeaeeeaae e ;
3) NOAAEPHRMBATD, OLLODPATD 1.vveeeiiiirieeiieitt ettt ettt et eete et e e e teeetbeesseesreesnseeseens ;
A) HALBMKHDBIM ...ttt ettt ettt ettt ettt e ekt e et e et e et e et e et e et e et e aeenaes ;
5) MIPEAAHHDBIM ©.eevvieitie ettt ettt ettt ettt et e et e e e e et e e s e e teeeab e e e e eteeenbe e ea ;
6) BCEIAA OMTUMMCTUMHBIM ....cvvieeieiie ettt eee ettt et e e et e et e e e e e eate e eaaeeenaeeens ;
7) PA30UAPOBAHHDBIM KITUEHT ..euviiiiiieie et ettt ettt ettt ettt e et e eteeeaa e eaveeeteeeaseenaeaas ;
8) 6ecnoA0bHbIN; HE MMEIOLLMIN CEOE PABHDBIX....cvviiviieeieeeieeeteete et e eaee et e e
9) HEOHOKPATHO ..ttt ettt ettt et ettt e et ettt e et e e et e et e e eteeeateeateeeteeeaaeenteeeaeeeaseeseaas ;
10) BbINONHATE HECKOIbKO €71 OLHOBPEMEHHO .....veeetieeiiieeieeiieesieeieeetee e eeieeenee e e e saee e ;
11) BONBLINE OOBEMBI HATPYBKM woeivvieeeereeeeteee e e eete et eae e et e et enae e ereeeeteeeeaeeeennens ;
12) TOUYHBIE U UCUEPTIBIBAIOLME OTUETDI .eeevvieeiereeeeereeeereeeeteeeeneeeeeneeeeaeeeenreeeereeeeaeeseneeeennens ;
13) MbILLTEHME KOMAHAHOTO UTPOKA ..evveeerreeeereeeeateeeeteeeeeteeeeneeeeenseeeveeeenaeseeaseseeaeeeeseesennens ;
14) HENOKONEONMAN MPUBEPHKEHHOCTD c..vieviietieeeieetee et et et e et e teeete e et e et e e eteeeateeeaeeeaee e ;
15) NpeBOCXOANTL OMKMAAHMA KAMEHTOB ...cuveetieeereeeeeeteeeaeeeeteeeate e e eae e et e ete et eeaaeeeaeeeaae e ;
16) noxBana, BbICKa3aHHAA KANEHTAMM MO UX COBCTBEHHON MHULUMATUBE..........ccuveneen..
17) BblAQIOLLMACA YPOBEHD OOCTYIKMBAHMA. ...eveeeeeeeriieiieetie ettt e e
18) 3aBeplleHne Aena, AOBEAEHMNE AENA [0 KOHUA ..covveirieeieereeeiieeieeereeeeeesreeeeeeveesveeenees
............................................................................................................................................... ;
19) BbICOKOKNACCHbIA MPOMECCUOHA vt eeiee ettt ettt ;

20) npenoctaBuTb 60/1€e NOAPOOHYIO MHPOPMALMIO ...oevvieeeeieeiieeieeeiee e
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4. Put the sentences in the body of the letter in the correct order
A. Manager

Main St. Company
456 Main St.
Philadelphia, PA 12345

B. Dear Hiring Manager:

C. Sharon is reliable, dedicated and eternally upbeat. Her ability to calm angry or frus-
trated customers is unparalleled, and it is because of her excellence in this area that
| repeatedly asked her to mentor new employees in the call center. Sharon multi-
tasks effectively and is able to handle a high-volume workload. She consistently met
or surpassed all weekly call center metrics (including customer satisfaction, call vol-
ume and response time), and her daily written reports were accurate and thorough.

D. Carla Pederson
JRW Inc.

123 Main St.
Philadelphia, PA 19103

E. Sharon is a hardworking, top-performing customer service professional. She has my
highest recommendation, and | am happy to furnish more details if you would like
additional information.

F. Of particular value to me as a former call center manager was Sharon's team player
mind-set, enthusiastic embrace of change, ability to work with minimal supervision
and unwavering commitment to exceeding customer expectations. | regularly re-
ceived unsolicited praise from customers commending Sharon's outstanding level of
service, professionalism and follow-through.

G. Re: Recommendation for Sharon Westman

H. Organized and diligent, Sharon quickly learned technology systems and software
that were unfamiliar to her when she first started with JRW, and she also attended
optional professional development seminars offered through the company. She is
pursuing an associate's degree in business through evening classes at ABC Commu-
nity College.

[. | was initially impressed with Sharon Westman's enthusiasm, communication skills
and professional demeanor when | hired her four years ago as a customer service
rep within JRW Inc.'s call center. During the two years Sharon reported to me (|
have since moved on to a different department), she consistently demonstrated all
of these qualities and more, and | heartily endorse her for any customer service po-
sition.

J. Sincerely,
Carla Pederson
Field Service Manager (former Call Center Manager)
JRW Inc.

K. January 4, 2016
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5. Complete the letter with the appropriate word from the box

metrics department optional supervision demeanor

heartily professionalism | recommendation unparalleled team

Re: Recommendation for Sharon Westman
Dear Hiring Manager:

| was initially impressed with Sharon Westman's enthusiasm, communication skills and pro-

fessional 1) oo when | hired her four years ago as a customer service rep
within JRW Inc.'s call center. During the two years Sharon reported to me (| have since moved
on to a different 2) .o ), she consistently demonstrated all of these qual-
ities and more, and | 3) .o, endorse her for any customer service posi-
tion.

Sharon is reliable, dedicated and eternally upbeat. Her ability to calm angry or frustrated cus-
tOMErs iS 4) i and it is because of her excellence in this area that | re-
peatedly asked her to mentor new employees in the call center. Sharon multitasks effectively
and is able to handle a high-volume workload. She consistently met or surpassed all weekly
call center 5) v (including customer satisfaction, call volume and re-
sponse time), and her daily written reports were accurate and thorough.

Of particular value to me as a former call center manager was Sharon's
) I player mind-set, enthusiastic embrace of change, ability to work
With minimal 7) .o, and unwavering commitment to exceeding customer
expectations. | regularly received unsolicited praise from customers commending Sharon's
outstanding level of service, 8) .....ccccovvevrevecivcieieeeee and follow-through.

Organized and diligent, Sharon quickly learned technology systems and software that were
unfamiliar to her when she first started with JRW, and she also attended
9) e professional development seminars offered through the company.
She is pursuing an associate's degree in business through evening classes at ABC Community
College.

Sharon is a hardworking, top-performing customer service professional. She has my highest
10) i and | am happy to furnish more details if you would like addi-
tional information.

Sincerely,

Carla Pederson
Field Service Manager (former Call Center Manager)
JRW Inc.
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6. Complete the letter with the correct form of a verb from the box

surpass multitask exceed furnish commend

mentor hire offer demonstrate calm

Re: Recommendation for Sharon Westman
Dear Hiring Manager:

| was initially impressed with Sharon Westman's enthusiasm, communication skills and pro-
fessional demeanor when | 1) .o, her four years ago as a customer ser-
vice rep within JRW Inc.'s call center. During the two years Sharon reported to me (I have
since moved on to a different department), she consistently 2) .....ccocooveveviieiiiicicecceein, all of
these qualities and more, and | heartily endorse her for any customer service position.

Sharon is reliable, dedicated and eternally upbeat. Her ability 3) ..o, an-
gry or frustrated customers is unparalleled, and it is because of her excellence in this area
that | repeatedly asked her 4) ..., new employees in the call center. Sha-
FON 5) oot effectively and is able to handle a high-volume workload. She
consistently met or 6) ...ccccvvieieve v all weekly call center metrics (including cus-
tomer satisfaction, call volume and response time), and her daily written reports were accu-
rate and thorough.

Of particular value to me as a former call center manager was Sharon's team player mind-set,
enthusiastic embrace of change, ability to work with minimal supervision and unwavering
COMMITMENT 10 7) cveeiece e customer expectations. | regularly received unso-
licited praise from customers 8) .....ccccccevevevevevereereerennn, Sharon's outstanding level of ser-
vice, professionalism and follow-through.

Organized and diligent, Sharon quickly learned technology systems and software that were
unfamiliar to her when she first started with JRW, and she also attended optional professional
development seminars 9) ..o cee e through the company. She is pursuing an
associate's degree in business through evening classes at ABC Community College.

Sharon is a hardworking, top-performing customer service professional. She has my highest
recommendation, and | am happy 10) ....c.cccooveveiveeeceeieee. more details if you would like
additional information.

Sincerely,

Carla Pederson
Field Service Manager (former Call Center Manager)
JRW Inc.
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7. Choose the best phrase (A —H) to fill each of the gaps (1 - 8).
Re: Recommendation for Sharon Westman

Dear Hiring Manager:

| was initially impressed with Sharon Westman's enthusiasm, communication skills and pro-
fessional demeanor when | hired her four years ago as a customer service rep within JRW
Inc.'s call center. During the two years Sharon reported to me (I have since moved on to a dif-
ferent department), she consistently demonstrated all of these qualities and more, and |
heartily endorse her 1) ..o,

Sharon is reliable, dedicated and eternally upbeat. Her ability to calm angry or frustrated cus-
tomers is unparalleled, and it is because of her excellence in this area that | repeatedly asked
her  2) e Sharon  multitasks  effectively and is able
3) e She consistently met or surpassed all weekly call center metrics
(including customer satisfaction, call volume and response time), and her daily written re-
POMS 4) i

Of particular value to me as a former call center manager was Sharon's team player mind-set,
enthusiastic embrace of change, ability to work with minimal supervision and unwavering
commitment 5) ....cccoececeviviieeeevieeiieneeen.. | regularly received unsolicited praise from custom-
ers commending Sharon's outstanding 6) .......ccccvevvveeeeeviicieiie e

Organized and diligent, Sharon quickly learned technology systems and software that were
unfamiliar to her when she first started with JRW, and she also attended optional professional
development SeMiINars 7) ..coeeveveveeeeeerenenes She is pursuing an associate's degree in
business through evening classes at ABC Community College.

Sharon is a hardworking, top-performing customer service professional. She has my highest
recommendation, and | am happy to furnish more details 8) ........ccccvevveveivieivieeee

Sincerely,

Carla Pederson
Field Service Manager (former Call Center Manager)
JRW Inc.

A. were accurate and thorough

B. to handle a high-volume workload

C. offered through the company

D. for any customer service position

E. to exceeding customer expectations

F. to mentor new employees in the call center

G. if you would like additional information

H. level of service, professionalism and follow-through
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Re: Recommendation for Sharon Westman
Dear Hiring Manager:

| was initially impressed with Sharon Westman's enthusiasm, communication skills and pro-

fessional demeanor when I hired her four years ago as a
1) o, ceveeeeee. Within JRW Inc.'s call center. During the
two years Sharon reported to me (I have since moved on to a different department), she con-
sistently demonstrated all of these qualities and more, and I
) et TOF ANY CUSTOMET SETViCE pOSItioN.

Sharon is reliable, dedicated and eternally upbeat. Her ability to calm

3 e e e ee e CUSTOMETS i unparalleled, and it is be-
cause of her excellence in this area that | repeatedly asked her to
I . in the call center. Sharon multitasks effec-
tively and is abIe to handle a hlgh volume Workload She consistently met or surpassed all
weekly call center metrics (INCIUAING 5) ovivveviiiieeec s , call

volume and response time), and her daily written reports were accurate and thorough.

OF B) cteiteee ettt e to me as a former call center manager
was Sharon's team player mind-set, enthusiastic embrace of change, ability to work with min-
iIMal SUPEIVISION @GN 7) wovviriieieeieeeeet ettt ettt ere e exceeding customer

expectations. | regularly received unsolicited praise from customers commending Sharon's
outstanding level of service, professionalism and follow-through.

Organized and diligent, Sharon quickly learned technology systems and software that were
unfamiliar to her when she first started with JRW, and she also attended optional
) e, OFfEFEd through the company. She is pur-
suing an associate's degree in DUSINESS ) ..ot at
ABC Community College.

Sharon is a hardworking, top-performing customer service professional. She has my highest
recommendation, and | am happy t0 10) .o if
you would like additional information.

Sincerely,

Carla Pederson
Field Service Manager (former Call Center Manager)
JRW Inc.
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I1l. INSTRUCTION

Before reading the text discuss the following questions with your partner. Then read the text
and compare your answers with the information from the text.
1. In what situations are letters of recommendation written?

2. Who usually writes letters of recommendation?
3. Who are letters of recommendation addressed to?
4. \What information should letters of recommendation contain?

When undergoing the process of selection for a position candidates may be asked to submit a
letter of recommendation. In simple terms, a letter of recommendation is a letter that makes
a statement of support for a candidate.

The candidate usually requests the letter of recommendation from a direct supervisor or oth-
er manager with personal knowledge of the candidate's performance on the job and positions
held.

These letters may or may not be addressed to a specific person, and may either be mailed to
the receiver by the writer or hand-delivered by the candidate at the interview.

If you are asked to write a letter of recommendation remember that it is aimed at providing
sufficient evidence and information to help a selection committee in making its decision. This
letter should present a well-documented evaluation giving an overall picture of the candi-
date's personal characteristics, performance, experience, strengths, capabilities and profes-
sional promise.

Letters of recommendation are usually written in a classic format that includes an introduc-
tion, body, and conclusion. Start by describing how long you've known the person and in what
capacity. Continue by describing the person's skills and performance and what makes them
an ideal candidate for a potential new employer. Present the individual's general qualities rel-
evant to the position along with one or two detailed examples. End by summarizing why you
are recommending this person.

Present the person positively but truthfully. A recommendation that paints an unrealistic pic-
ture of a candidate may be discounted.

Tailor your recommendation to the position. A letter recommending an individual for a job as
a camp counselor should contain different information from that in a letter recommending
the same individual for a job as a computer programmer.
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IV. SAMPLE 2
1. Read the letter. Make sure that you understand the meaning of all words.

Print Express
3614 Ocean Ranch Blvd
Oceanside, CA 92056

August 31, 2015

To whom it may concern:
Re: Thomas Evans — Letter of Recommendation

Thomas Evans started as a part-time intern over 5 years ago at Print Express, while attending
college. He was very observant, and a quick learner at every task. In time, our production de-
partment would utilize Thomas for assistance when needed. Thomas never complained, and
was always there for us. When my production supervisor moved on, Thomas stepped into his
shoes and quickly learned how to run the finishing and bindery department. Thomas did a
great job, even though he was never formally trained, and learned everything by just paying
attention during his very part time position.

As bindery supervisor, Thomas was responsible for all finishing of products, managing in-
house jobs, managing vendors with outsourced jobs, and shipping. He juggled over 30 orders
per day, and managed to get everything done without error.

Earlier this year, Thomas came to me with news that it was time for him to move on to look
for bigger and better things, as it was time for him to put his formal education and experience
to greater use, and search for a life-long career. | was sad to see Thomas go, but yet happy to
see him take that next step in life.

Thomas was always there for me and Print Express, and was one of the most pleasant people
that | ever worked with. With that being said, | highly recommend Thomas for any job posi-
tion he seeks, as | know he would be a great addition to your team.

He will be greatly missed at Print Express.
Best Regards,

Vladimir Medvinsky
President & C.E.O.
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2. Read the letter again and answer the questions
1. Who is this letter addressed 10 .....cciiiiiiiiiicce e

3. Was Thomas Evans formally trained in manufacturing these products before joining
T COMIPANY P ottt ettt ettt e et e e e eaa et reens

6. Does the author of the letter describe any particular case when Thomas Evans was
FEAIIY NEIPTUIP oot

3. In the letter find English equivalents to the following Russian words and phrases

1) AnA NPeabABNEHNA MO MECTY TPEDOBAHUA ...cvvevievieieeiiecieesie ettt
............................................................................................................................................... ;
2) CTAMKED ettt ettt ettt ettt ettt ettt ettt at et e e be e at e r e e aa e tt et e e naeeeaaeenes ;
3) HAB MO MATEIIBHDBIM ...ttt ettt ettt ettt et e st e e e e staeesseebeesnseenseens ;
4) DBICTPO OOYUBEMBIM ...veeeveeeceree et eee e ettt et ett e et e e et e e et e e e eaae e eaeeeeraeeeeaeesereeeenreeans ;
5) MPOM3BOACTBEHHDBIN OTIEIT w.uvtevieiieuieeieesieeteeieaieeteeseesteeseeateaseeeseateeneesseenteeseaneeeneaeeeneenees
B) MICTIOMIB3OBATD wvvviittieeetie ettt e eetee ettt e ettt e e et e ettt e ettt e ettt e ettt e eateeeeaeeeerte e e ettt e eaaeestaeseraeeenes ;
7) mactep (pyKOBOAUTENb) MPOMU3BOACTBEHHOTO YUACTKA .eovvieeieeeieeeeeeeteeeiee e ;
8) BAHATD UbB-JTMOO MECTO .. ivviiiieiie ittt ettt ettt ettt ettt ete e eraee e ;
9) BPOLLIOPOBOYHO-MEPEMMETHBIN OTIEI uvicvreeeieereeetie et eeteeeee et e et et eeete e et eteeeteeeaeeaeaas ;
10) paboTa Ha YCNOBUAX HEMOMHOM 3AHATOCTM ..vveuieiieiieiieeieerie e eteanee et ee e eeenee e s

............................................................................................................................................... ;
12) 3aKa3sbl, BbINO/IHAEMbIE CTOPOHHUMM NPEANPUATUAMMU UM OPTaHU3AUUAMMU.............
............................................................................................................................................... ;
13) OTNPABKA (OTTPY3KA) TOBAPA «.evveeerieereieeieeeteeeaeeeetee et e ete e et e et e eteeeaeeeaeeeeteeetaeeteeeaeeeaee e ;
14) }KOHIAMPOBATb, BbINMOAHATb HECKONBKO €71 OJHOBPEMEHHO ...t
............................................................................................................................................... ;
15) gobusaTtbcs TOro, 4YToObI BCe HbIIO cAenaHo Bcé 6e3 owmnbok

............................................................................................................................................... ;
16) ncnonb3oBaTb CBOM OMbIT M 06Pa30BaAHME C OONBLIEN MONB30OM ...
............................................................................................................................................... ;
17) B CBABM C BbILUECKABAHHDBIM ..eeiieviieetieeteee ettt ettt eet et st e eee et e e teeeeaeeeeaaeas ;
18) HACTOATENBHO PEKOMEHIOBATD ...cuvveviieeiietieetteeteeeie e et et et e ete e et e et e e e e et e easeeeaeeeaee e ;
19) NPEKPACHOE JOMOTHEHME ....vvivveeieieeeie ettt ettt et e e e eae e ens ;
20) ETO OYAET CUNBHO HE XBATATD veeivvieiurieeierieeetteeeteeeeareeeetaeeeneeeensesesasessiasessseeessesssnsessnees
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4. Put the sentences in the body of the letter in the correct order

A. He will be greatly missed at Print Express.

B. As bindery supervisor, Thomas was responsible for all finishing of products, manag-
ing in-house jobs, managing vendors with outsourced jobs, and shipping. He juggled
over 30 orders per day, and managed to get everything done without error.

C. August 31, 2015

D. To whom it may concern:

E. Thomas was always there for me and Print Express, and was one of the most pleas-
ant people that | ever worked with. With that being said, | highly recommend
Thomas for any job position he seeks, as | know he would be a great addition to
your team.

F. Thomas Evans started as a part-time intern over 5 years ago at Print Express, while
attending college. He was very observant, and a quick learner at every task. In time,
our production department would utilize Thomas for assistance when needed.
Thomas never complained, and was always there for us. When my production su-
pervisor moved on, Thomas stepped into his shoes and quickly learned how to run
the finishing and bindery department. Thomas did a great job, even though he was
never formally trained, and learned everything by just paying attention during his
very part time position.

G. Best Regards,

Vladimir Medvinsky
President & C.E.O.

H. Earlier this year, Thomas came to me with news that it was time for him to move on
to look for bigger and better things, as it was time for him to put his formal educa-
tion and experience to greater use, and search for a life-long career. | was sad to see
Thomas go, but yet happy to see him take that next step in life.

[. Print Express
3614 Ocean Ranch Blvd
Oceanside, CA 92056

J. Re: Thomas Evans — Letter of Recommendation
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5. Complete the letter with the appropriate word from the box

part time production shoes greatly vendors

experience addition intern supervisor observant

To whom it may concern:
Re: Thomas Evans — Letter of Recommendation

Thomas Evans started as a part-time 1) ..ccocooveeiveccececeee over 5 years ago at Print Ex-
press, while attending college. He was very 2) ....cccoccovevvcoeeeveccieviece e , and a quick learner at
every task. In time, our production department would utilize Thomas for assistance when
needed. Thomas never complained, and was always there for us. When my
3) e supervisor  moved on, Thomas stepped into his
A) e and quickly learned how to run the finishing and bindery depart-
ment. Thomas did a great job, even though he was never formally trained, and learned every-
thing by just paying attention during his very 5) ......ccccceeveveveievvevvevrenen.n. POSItION.

As bindery 6) ..c.ccoevevvviieiie e, Thomas was responsible for all finishing of products,
managing in-house jobs, MaNagINg 7) ..o with outsourced jobs,
and shipping. He juggled over 30 orders per day, and managed to get everything done with-
out error.

Earlier this year, Thomas came to me with news that it was time for him to move on to look
for bigger and better things, as it was time for him to put his formal education and
<) to greater use, and search for a life-long career. | was sad to see
Thomas go, but yet happy to see him take that next step in life.

Thomas was always there for me and Print Express, and was one of the most pleasant people
that | ever worked with. With that being said, | highly recommend Thomas for any job posi-
tion he seeks, as | know he would be a great 9) ..........c.cccceeceveveeeeueevneen... tO your team.

He will be 10) .o missed at Print Express.
Best Regards,

Vladimir Medvinsky
President & C.E.O.




44 Letter of recommendation

6. Complete the letter with the correct form of a verb from the box

move on search start juggle complain

do say manage miss step

To whom it may concern:
Re: Thomas Evans — Letter of Recommendation

Thomas Evans 1) ..o as a part-time intern over 5 years ago at Print Ex-
press, while attending college. He was very observant, and a quick learner at every task. In
time, our production department would utilize Thomas for assistance when needed. Thomas

NEVET 2) cooiiiievieece et and was always there for us. When my production supervi-
sor moved on, Thomas 3) ....ccccoveeveeeecececeeee. into his shoes and quickly learned how to
run the finishing and bindery department. Thomas 4) ..ccccccoviivviieeiveieeceeene, a great job,

even though he was never formally trained, and learned everything by just paying attention
during his very part time position.

As bindery supervisor, Thomas was responsible for all finishing of products,
D) e in-house jobs, managing vendors with outsourced jobs, and ship-
PING. HE 6) oo over 30 orders per day, and managed to get everything
done without error.

Earlier this year, Thomas came to me with news that it was time for him
2 to look for bigger and better things, as it was time for him to put
his formal education and experience to greater use, and 8) .....ccccecveveveeceieeiee e for a
life-long career. | was sad to see Thomas go, but yet happy to see him take that next step in
life.

Thomas was always there for me and Print Express, and was one of the most pleasant people
that | ever worked with. With that being 9) ......cccccccecceveiieevieeveveeeeeeen, | highly recommend
Thomas for any job position he seeks, as | know he would be a great addition to your team.

He will be greatly 10) ......c.ccceceevevveveeeeeeeeeeneen.. @t Print Express.

Best Regards,
Vladimir Medvinsky
President & C.E.O.
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).
To whom it may concern:
Re: Thomas Evans — Letter of Recommendation

Thomas Evans started as a part-time intern over 5 vyears ago at Print Express,
) et He was very observant, and a quick
learner at every task. In time, our production department would utilize Thomas
) et . Thomas never complained, and was al-
ways there for us. When my production supervisor moved on, Thomas stepped into his shoes
and quickly 18arNed 3) ... Thomas did a great
job, even though he was never formally trained, and learned everything by just paying atten-

As bindery supervisor, Thomas was responsible for all finishing of products, managing in-
house jobs, managing vendors with outsourced jobs, and shipping. He juggled over 30 orders
per day, and MaNAZEA 5) ...ooiciieiieieie et

Earlier this year, Thomas came to me with news that it was time for him to move on to look
for bigger and better things, as it was time for him to put his formal education and experience
tO BrEALEIN USE, B) cuiiiioeieietie ettt ettt ettt | was sad to see Thomas
g0, but yet happy t0 SEE NIM 7) .ot

Thomas was always there for me and Print Express, and was one of the most pleasant people
that | ever worked with. With that being said, | highly recommend Thomas for any job posi-
tion he seeks, as | KNOW he WOUId D 8) ......vcviiiiceciceeeeeeeee e

He will be greatly missed at Print Express.
Best Regards,

Vladimir Medvinsky
President & C.E.O.

A. during his very part time position

B. how to run the finishing and bindery department
C. to get everything done without error

D. while attending college

E. for assistance when needed

F. take that next step in life

G. a great addition to your team

H. and search for a life-long career
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

To whom it may concern:
Re: Thomas Evans — Letter of Recommendation

Thomas Evans started as @ 1) coceeevierieeveeiee e over 5 years ago at Print Express,
while attending college. He was very observant, and a quick learner at every task. In time, our
production department would utilize ThomMas 2) ...ccccvviieiiiieiie e when
needed. Thomas never complained, and was always there for us. When my production super-
visor moved on, Thomas stepped 3) ..o, and quickly learned how
tO rUN the 4) e department. Thomas did a great job, even
though he was never formally trained, and learned everything by
D) ettt AUTING DS Very part time position.

As bindery supervisor, Thomas was responsible for all finishing of products, managing
o) IO , managing vendors with outsourced jobs, and shipping. He jug-
gled over 30 orders per day, and managed to 7) ....ccooeveiveiece v without error.

Earlier this year, Thomas came to me with news that it was time for him to move on to look
FOF 8) e things, as it was time for him to put his formal educa-
tion and experience to greater use, and Search for @ 9) ..o I
was sad to see Thomas go, but yet happy to see him take that next step in life.

Thomas was always there for me and Print Express, and was one of the most pleasant people
that | ever worked with. With that being said, | 10) ..o
Thomas for any job position he seeks, as | know he would be a great addition to your team.

He will be greatly missed at Print Express.
Best Regards,

Vladimir Medvinsky
President & C.E.O.

V. WRIITING ASSIGNMENT
1. Letters of recommendation are usually written in reply for a request to make a statement
of support. Do not be surprised if a person you are asking for a recommendation asks you to
draw up a draft of the letter that he or she will then modify and sign. Write a first draft of the
letter taking into account the following suggestions:
A. List your strengths, talents, and abilities. These may include diligence, punctuality, leader-
ship, reliability, enthusiasm, creativity, independence, teamwork, organisation, etc.
B. Choose several of your qualities and strengths that match the current situation but do not
make this list too long.
C. Use a professional vocabulary and style; write as if you were the employer providing the let-
ter.
2. With your partner exchange your first drafts and compose letters of recommendation for
each other. You are free to add any relevant information to your recommendation based on
your knowledge of the person.



LETTER OF RESIGNATION

|I. FORMAT

Sender’s name

House number, street address
Place (city or town)

Area code

Telephone (optional)

Email address (optional)

Date
Receiver’'s name
(Title and
Company if necessary)
House number, street address
Place (city or town)
Area code

Salutation

Subject (optional)

Introductory paragraph. State that you are resigning and include the date on which your res-
ignation will be effective. Check your contract to see how much notice you are required to
give your manager.

Body paragraph(s). If you want, you can say why you are leaving (i.e. you are beginning an-
other job, you are going back to school, you are taking time off), but this is not necessary. If
you do choose to say why you are leaving, be positive — focus on where you are going next,
not on what you disliked about your current job. Unless you know you will be completely un-
available, say that you are willing to help with the transition that your leaving will cause. If
you would like a letter of reference from your manager, you can ask for it here.

Concluding paragraph. Thank your manager for the opportunity to work for the company. If
you had a particularly good experience, you can go into a bit more detail about what you ap-
preciate about the job (the people you worked with, the projects you worked on, etc).
Valediction

(signature)

Sender’s typed name
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Il. SAMPLE 1
1. Read the letter. Make sure that you understand the meaning of all words

Lee Calton

35 John Street
Fiona Drive
Salisbury
Wa345364

10 August 2017

The Head Teacher
Washington Academy
21 Schools Lane
Washington

DC52412

Dear Sir,
Re: Resignation from Washington Academy

| write to inform you of my decision to resign from Washington Academy as a Secondary
School Teacher with effect from 23 September, 2017. Although | have enjoyed working at
WA, | cannot continue working of my other educational commitments.

| have been offered a place at Oxford University to pursue postgraduate studies for a Master
Degree (M Phil.) with possible extension for a Doctor of Philosophy (Ph D.) Degree. The pro-
gramme begins on 1 October, 2017, but | have decided to stop work early so that | can make
all the necessary arrangements and have enough time to travel to England and arrive in good
time.

| will greatly treasure the experience | have had at Washington Academy and | look forward to
further association with the Academy during and after my studies. | would like to thank you
for giving me the opportunity to be part of the staff and | wish the Management and the Staff
of Washington Academy every success in the further management of the school.

Yours sincerely,

Lee Calton
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2. Read the letter again and answer the questions
1. Why does Lee Calton reSIBNT ....couiiiiiieeciee ettt

3. In the letter find English equivalents to the following Russian words and phrases

1) COOBLUATD O PELUEHMM vttt ettt ettt ettt ettt e e te e eae e et e ereeeaeas
............................................................................................................................................... ;
2) YBOTUTBCA C KTl UMCTI vt e et e e enee e
3) HAMEDEHMA ..ottt ettt ettt ettt e e st e et et e et e e e et e et e et et e e e aeeena e
4) NPOAOSIHKMNTD OOYUEHME ...ttt ettt et e eeete e e e areea
............................................................................................................................................... ;
5) cTtyneHb 06pa3oBaHmMA, CAeaytoLlas 3a CTeNEHb0 BAKANABPA ..c..ccveeveeieeeeieereeieeee,
B) CTEMEHD MATYCTP .o eeeveeeeeeeeeee et e et e ettt et e et e et e et e et e et eeae e e e et e et e eneeeeeeeeaeeenae e
7) C BO3MOMKHDBIM MPOANIEHMEM ...ovvieviieeieeieeeite et et e etee et e et e eaaeeaaestaeeaeesaeeenseenseeaeeense e
............................................................................................................................................... ;
8) NMPUHATL BCE HEODXOZMMBIE MEPDBI c..veevieevieeeieeieeetee et et e ettt et e et e eae et e et e ereeeaeeeaae s
............................................................................................................................................... ;
9) NPUOBITE 33B/TATOBPEMEHHO ...t ettt ettt ettt ete ettt eae et e e e eaeeeaae s
10) AOPOMKUTDL MOSTYUEHHDBIM OTTBITOM ...vvveeiereeeeereeeeteeeeteeeeeeeeeeaeeeeteeeeaeeeeereeeeteeseereesenreeeennens
11) NANbHENLILEE COTPYAHUUECTBO Cuutveerreeereeereeeteeette et e et e eteeetee et e eteeete e et e eteeeaeeenaeeereeeaeas
............................................................................................................................................... ;
12) 6narogapuTb 3@ NPEAOCTABAEHHYI BO3SMOMKHOCTD ....vecvvieiieeeieeeieeeieeeaee et e
............................................................................................................................................... ;
13) ObITb YACTHHO MEPCOHBIIA «vveeereeetreeereeeeteeeeteeeetteeeaeeeereeeeraeeetteeeaeeesrreeeettessneeeenseeeianens
............................................................................................................................................... ;
14) PYKOBOACTBO M COTPYIHMKM oveeeeerieeerieeieeeeeetee et e et et e e et eeenveeeenaesenaeeenneeeennens
............................................................................................................................................... ;
15) KENATb BCAUECKMX YCTEXOB ....evveeeteeeteeeeteeteeeteeeteeeteeetteeteeeaee et e eteeete e et e e eteeeaeeaaaeeeaeaeaeas



Letter of resignation

4. Put the sentences in the body of the letter in the correct order
A. | have been offered a place at Oxford University to pursue postgraduate studies for

a Master Degree (M Phil) with possible extension for a Doctor of Philosophy
(Ph D) Degree. The programme begins on 1 October, 2017, but | have decided to
stop work early so that | can make all the necessary arrangements and have enough
time to travel to England and arrive in good time.

B. The Head Teacher
Washington Academy
21 Schools Lane
Washington
DC52412

C. Re: Resignation from Washington Academy

D. 10 August 2017

E. | will greatly treasure the experience | have had at Washington Academy and | look
forward to further association with the Academy during and after my studies. |
would like to thank you for giving me the opportunity to be part of the staff and |
wish the Management and the Staff of Washington Academy every success in the
further management of the school.

F. Yours sincerely,
Lee Calton

G. | write to inform you of my decision to resign from Washington Academy as a Sec-
ondary School Teacher with effect from 23 September, 2017. Although | have en-
joyed working at WA, | cannot continue working of my other educational commit-
ments.

H. Lee Calton
35 John Street
Fiona Drive
Salisbury
Wa345364

[. Dear Sir,
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5. Complete the letter with the appropriate word from the box

association postgraduate opportunity arrangements experience
effect extension decision success commitments
Dear Sir,

Re: Resignation from Washington Academy

| write to inform you of my 1) ...ccocevviiiiiiceeece to resign from Washington Academy as
a Secondary School Teacher with 2) ....cccccoovieiiviiiiieecec from 23 September, 2017. Alt-
hough | have enjoyed working at WA, | cannot continue working of my other educational
3) e

| have been offered a place at Oxford University to pursue 4) .......cccoecevvveieceveeveninnn, studies
for a Master Degree (M Phil.) with possible 5) ...ccccoeviviiiviciiccce for a Doctor of Philoso-
phy (Ph D.) Degree. The programme begins on 1 October, 2017, but | have decided to stop
work early so that | can make all the necessary 6) ......ccoevevveieireccc e, and have enough

time to travel to England and arrive in good time.

| will greatly treasure the 7) ..o | have had at Washington Academy and |
look forward to further 8) ..o with the Academy during and after my
studies. | would like to thank you for giving me the 9) ... to be part of
the staff and | wish the Management and the Staff of Washington Academy every
10) e in the further management of the school.

Yours sincerely,

Lee Calton
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6. Complete the letter with the correct form of a verb from the box

be offer enjoy give arrive
continue have make resign begin
Dear Sir,

Re: Resignation from Washington Academy

| write to inform you of my decision 1) ......cccoeveiieiciieiecice, from Washington Academy as
a Secondary School Teacher with effect from 23 September, 2017. Although |
2) e working at WA, | cannot 3) ....cccoceeveiveieecececcieeeee working of my

other educational commitments.

FA) e a place at Oxford University to pursue postgraduate studies for a
Master Degree (M Phil.) with possible extension for a Doctor of Philosophy (Ph D.) Degree.
The programme 5) ..o on 1 October, 2017, but | have decided to stop
work early so that | can 6) ....cccceveveiviieceeieie all the necessary arrangements and have
enough time to travel to England and 7) .c.ccccoeveivicce e in good time.

| will greatly treasure the experience | 8) ....ccccovvveiviieeceveiei, at Washington Academy and
| look forward to further association with the Academy during and after my studies. | would
like to thank you for  9) i me  the  opportunity
L0) oo part of the staff and | wish the Management and the Staff of

Washington Academy every success in the further management of the school.
Yours sincerely,

Lee Calton
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).

Dear Sir,
Re: Resignation from Washington Academy

| write to inform you of my decision to resign from Washington Academy as a Secondary
School Teacher 1) ...c.cccceeeveceeevvcceveveneen. Although | have enjoyed working at WA, | cannot
continue working of my 2) ...ccccoveieiveieiececee

| have been offered a place at Oxford University to pursue postgraduate studies for a Master
Degree (M Phil.) with possible extension 3) ......ccccoceieieiieececeeeenn, The programme begins
on 1 October, 2017, but | have decided 4) ......cocoevvveiviiiieieee, so that | can make all the
necessary arrangements and have enough time 5) ..o,

| will greatly treasure the experience | have had at Washington Academy and | look forward to
further association  6) ....ccceveevevieiciiie e | would like to thank you for
7) e and | wish the Management and the Staff of Washington Acade-
MY EVErY SUCCESS 8) ovvvvveriieeeereiiiierieriereee e

Yours sincerely,

Lee Calton

A. to stop work early

B. for a Doctor of Philosophy (Ph D) Degree

C. with the Academy during and after my studies
D. in the further management of the school

E. other educational commitments

F. giving me the opportunity to be part of the staff
G. with effect from 23 September, 2017

H. to travel to England and arrive in good time
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Dear Sir,

Re: Resignation from Washington Academy

LWL 1) oot of my decision to resign from Washington
Academy as a Secondary School TeaCher 2) ... 23 Sep-
tember, 2017. Although | have enjoyed working at WA, | cannot continue working of my

| have been offered a place at Oxford University t0 4) ..o et

for a Master Degree (M Phil.) With 5) oo a Doctor of Phi-
losophy (Ph D.) Degree. The programme begins on 1 October, 2017, but | have decided
B) s, €AFlY SO that | can make all  the
7) et AN have enough time to travel to England and ar-

rive in good time.

I WL 8) e the experience | have had at Washington
Academy and | look forward to further association with the Academy
9) e, . my studies. | would like to thank you for giving me
the opportunlty to be part of the staff and | wish the Management and the Staff of Washing-
ton Academy every success in the 10) ..o of the school.

Yours sincerely,

Lee Calton
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Il. Instruction
1. Match the terms and their definitions. Translate these terms into your language.

1) redundancy | a) termination of employment due to expiration of the agreed period of
employment, an employee's serious misconduct, etc.

2) resignation | b) termination of employment due to elimination of jobs or job categories
caused by downsizing, rightsizing, or outsourcing

3) dismissal c) a voluntary act of giving up your job or position

2. Which of the following is NOT a letter of resignation?

— an official notice that you're terminating your employment with the company;

— an appropriate way for you to complain or criticise your employer or co-workers;
— a formal announcement of your intent to leave the position you currently hold;

Read the text and make notes on the following:
— the length of NOTICE PEIIOA ....ccviiiiiceeee e ;

— how you €an €ase the tranSitioN . ...c..iiiiii e et ;
— person (persons) in the company you should send your letter of resignation to.....................

Resignation Letter

This letter is submitted when you are going to terminate your current employment. Unlike
other methods of employment termination (such as redundancy or dismissal), resignation is a
voluntary act. Consequently a letter of resignation is a formal announcement of the employ-
ee's intent to leave the position he/she currently holds.

This letter follows the standard three-part format. In the introduction you clarify the date
you’re leaving, in the next paragraphs it makes sense to communicate the reasons for leaving
and let them know that you’re willing to ease the transition whether it be training your re-
placement or finishing on-going projects. In closing, it is appropriate to thank the employer
for the pleasure of working under him, the opportunities provided and experience gained at
the company. It can help you keep on good terms with your old employer and ensure that
you can count on them for a professional reference in the future.

Your letter of resignation should be brief and to the point. It doesn't need to provide a
lengthy explanation of why you’re resigning. Instead it has to relay information in a straight-
forward manner yet also being as respectful and professional as possible.

A letter of resignation is usually addressed to your immediate supervisor and sent out with at
least two weeks in advance. If you’re not able to work your full notice (e.g. If you're moving
jobs and your new employer wants you to start soon), it may be necessary to request a short-
er notice than you have set out in your contract.

If protocol requires provide carbon copies of your resignation letter to all relevant leadership
in the company (to your immediate supervisor, the department lead, the director of human
resources, the company president, etc.) Also make and keep a copy for yourself.
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IV. SAMPLE 2
1. Read the letter. Make sure that you understand the meaning of all words

Nick Morgan

76 Camptown Road
Chicago

IL60710

14 March 2017

Richard Thompson
Production Manager
Alphacorp, Inc.

2211 West 2300 South
West Valley, UT 84119-2019

Dear Mr Thompson:

Please accept this letter as a formal notification that | am resigning from my position with Al-
phaCorp. | understand that two weeks’ notice is standard. However, if it’s possible, | would
appreciate you releasing me from employment with the company as soon as possible. If |
could provide any assistance with training my replacement or otherwise facilitating the transi-
tion, | would be happy to do so.

Thank you for the opportunities for professional and personal development that you have
provided me during the last five years. | have enjoyed working for the agency and appreciate
the support provided me during my tenure with the company.

I’'m looking forward to hearing from you regarding the end date of my employment.
Sincerely,

Nick Morgan
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2. Read the letter again and answer the questions
1. How much time should an employee stay at work after a formal notification of a job
LAV P .ttt ettt ettt ettt Rttt et een e et e e enteen e e teeenteenteeneas

3. In the letter find English equivalents to the following Russian words and phrases

1) pyKOBOANTENb MPOM3BOACTBEHHOTO OTZLEIIA .vevvreeieeieareeeeeieesteeteeteeseeeeetseae et eese s eeseeseeaeenseas
2) ODNUMANBHOE YBELOMIEHME . .veveeeeieeeieeetie ettt ettt et e et e e e sts e e st e esseesaseenseesseestaeenseenaeenneas
......................................................................................................................................................... ;
3) YXOAUTb B OTCTABKY C [AOMMIKHOCTM ..cvvieiieietie ettt ettt e ettt ettt e et et eat et eeeae et eeteeeaeeeaeas
......................................................................................................................................................... ;
4) YBEAOMNEHME 38 ABE HELEMM ..cuvieieeiieeieee ettt ettt ettt et ettt e as et e enteae et e s ens e
5) OCBOOOANMTD OT PABOTDI 1.uvviiviieiiieeiie ettt ettt ettt et e ettt e e e ste e e s e e beestseesbeesseesaaeenseeneeseees
6) KK MOMKHO DBICTEE ...ttt ettt ettt ettt ettt e et e et e e ete e et e et e e e e etteeateeeaeeeaees
......................................................................................................................................................... ;
7) NPEAOCTABUTD JTIOOYHD TTOMOLLLD ....vevveeeveetteeete et et et e et et e et e et e et eeeteeeae e et e e teeeaaeeaseeteeaees
......................................................................................................................................................... ;
8) OBYUNTL HOBOTO COTPYIHMKG veevvreeereeeenreeeteeeeteeeeeateeeeaeeeeaeeeeaeeeeaeeeenaeeeeaeeeeaeesenteeseteesenreeeenreeens
9) UHBIM ODPA3OM, MHBIM CTIOCODOM ....eeiviieieieieceiee ettt ete et e et eae e et e et e e eraeeetreeerreeenree e
......................................................................................................................................................... ;
10) copencTBoBaTb NEPEXoay (OBNEMUNTL MEPEXOLL) .. ..ccurieeeeereeereeieeeieeeee et e et e et e e et e e
......................................................................................................................................................... ;
11) BO3MOXHOCTM A8 NPOPECCMOHANBHOTO N IMYHOCTHOTO PA3BUTUA .vveevvieieeeiieeeieeeieeeiie e
......................................................................................................................................................... ;
12) LEHUTD OKA3AHHYIO MOAEPMKKY ..uveeerreirieeteeetteeste et eetteesteate e et e esteeeteeeaseesseeesaesaseeseesaeeeaseesneans
......................................................................................................................................................... ;
13) BO Bpemsi MOEro NPeObIBAHMA B OMMKHOCTM ....uveeiieiuieeeieeeieeeieeeieeeteeeeeeaeeete e e eaeeeaeeeaeaaeaas
......................................................................................................................................................... ;
14) C HETEPMEHMEM HILATD ©.eeuviitieeuieeiee et e et eete e et e et e e eteeete e et e e te e et e eteeeteeeas e et e e eteeeaseeaeeeaeeeaseeaeeas
......................................................................................................................................................... ;
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4. Put the sentences in the body of the letter in the correct order

A. Please accept this letter as formal notification that | am resigning from my position
with AlphaCorp. | understand that two weeks’ notice is standard. However, if it’s
possible, | would appreciate you releasing me from employment with the company
as soon as possible. If | could provide any assistance with training my replacement
or otherwise facilitating the transition, | would be happy to do so.

B. 14 March 2017

C. Thank you for the opportunities for professional and personal development that
you have provided me during the last five years. | have enjoyed working for the
agency and appreciate the support provided me during my tenure with the compa-

ny.

D. Nick Morgan
76 Camptown Road
Chicago
IL60710

E. 'm looking forward to hearing from you regarding the end date of my employ-
ment.

F. Sincerely,
Nick Morgan

G. Richard Thompson
Production Manager
Alphacorp, Inc.

2211 West 2300 South
West Valley, UT 84119-2019

H. Dear Mr Thompson:
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5. Complete the letter with the appropriate word from the box

position assistance support opportunities replacement

personal notification employment date weeks’

Dear Mr Thompson;

Please accept this letter as formal 1) .....cccoooveviieiiiiiiiecce that | am resigning from my
2) e with AlphaCorp. | understand that two
3) e notice is standard. However, if it's possible, | would appreciate
you releasing me from 4) ....cccoveveeeveviceiee e, with the company as soon as possible. If
I could provide any D) with training my
o) IR or otherwise facilitating the transition, | would be happy to do
sO.

Thank you for the 7 ) e for professional and
8) e development that you have provided me during the last five
years. | have enjoyed working for the agency and appreciate the
9) e provided me during my tenure with the company.

I’'m looking forward to hearing from you regarding the end 10) .....ccccevvivieeieiicieee e,
of my employment.

Sincerely,

Nick Morgan
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6. Complete the letter with the correct form of a verb from the box

release hear can look understand

work provide resign appreciate train

Dear Mr Thompson;

Please accept this letter as formal notification that | 1) ..o from my
position with AlphaCorp. | 2) e that two weeks’ notice is standard.
However, if it’s possible, | would appreciate you 3) ..o me from em-
ployment with the company as soon as possible. If 1 4) ..o provide any
assistance With 5) .o, my replacement or otherwise facilitating the
transition, | would be happy to do so.

Thank you for the opportunities for professional and personal development that you

o) IR me during the last five vyears. | have enjoyed
7 ) e for the agency and appreciate the support
8) e me during my tenure with the company.

['9) oo TOTWANA 0 10) i, from you regard-

ing the end date of my employment.
Sincerely,

Nick Morgan
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).

Dear Mr Thompson;

Please  accept this letter as formal notification that | am  resigning

1) e | understand that two weeks’
2) e, HOWEVET, i 'S pOSSible, | would appreci-
ate you releasing me from employmMent 3) ...t If

| could provide any assistance with training my replacement or otherwise facilitating the tran-
SIION, 4) ettt ettt ettt

Thank you for the opportunities for professional and personal development that you
D) ettt et I have enjoyed
B) ittt s ANA @PPreciate the support provided me
AUIING MY TENUIE 7) oottt ettt

I’'m looking forward to hearing from YOU 8) .......cccoiiiuiiiie et
Sincerely,
Nick Morgan

A. with the company as soon as possible

B. | would be happy to do so

C. have provided me during the last five years
D. with the company

E. from my position with AlphaCorp

F. regarding the end date of my employment
G. notice is standard

H. working for the agency
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Dear Mr Thompson;

Please accept this [ETEEr 1) .ot that | am resign-
INE 2) ettt ettt with AlphaCorp. | understand that 3)
...................................................................................... is standard. However, if it’s possible, | would
appreciate you releasing ME 4) ..ottt with the
company as soon as possible. If | could provide any assistance with 5)
...................................................................................... or otherwise 6)
...................................................................................... ,  would be happy to do so.

Thank you for the oppOrtUNIties fOr 7) . de-

velopment that you have provided me during the last five years. | have enjoyed working
)ttt s ANA @PPreciate the support provided me
9) e . WIEH The cOmMpanNy.

I'm looking forward t0 10) ..occieriiie et regarding the end
date of my employment.

Sincerely,
Nick Morgan
V. WRITING ASSIGNMENT

Write a letter of resignation. State your last working day; give the reasons why you are leav-
ing. Remember to thank your employee.
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