Writing B¥ Your friend sends you an email with an attached job
advertisement. You decide to apply for the job. Use your notes to
write a cover letter to send with your CV.

Dear

Louis

subject: Interesting job

I've just.seen this advert for a job here at CTEL I think youd be great —
of running an office and management and language qualifications. Go on — apply! B

e

4 years at RRT Ltd in /’

o

with all your experience

-

Teaen TN Wanted
= —OFFICE MANAGER

Do you enjoy the excitement of running your own office?

Are you resourceful, sociable and well-organised?

Can you operate under stress!
Yoo —toal
Can you manage up to 30 staff?

Are you a competent French speaker?

Closing date for applications: 28th May 04

To apply, email your CV and a cover letter to Geoffrey Walker: g.walker@ctel-communications.com

BA Read a letter applying for the job. Find and correct any mistakes.

B e BT T

subject: Application for position of Office Manager

Dear Sir/Madam

I am writting to apply for the position of Office Manager as advertised on the CTEL web site.
As you can see from the attached CV, I am a experienced Office Manager. I manage 35 staff at
RRT Limited since four years. I also have a Degree in Management Studies from Manchester
University and a Diploma in French from Lancaster College. I enjoy the challenge of run a
bussy office and consider myself being resourceful, sociable, well-organised and calm in a
Crisis.

If you have any question, please do not hesitating to contact me. I look forward to hear from
you.

Yours sincerily

Kate Glad

Unit9®
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