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Application Letters

> Objectives

To learn about the structure and contents of letters;

Torecognize whata good Application letter s like.

To write appropriate Application letters, especially pay attention to thetone and language.

> Lead in(hn B 4k 5 &)
When do you need to write Application letters?
<~ apply for a position in clubs
apply for a positionin a company
apply for an internship
apply to bea volunteer
apply to get a chance of being a host family
apply to get a chance of taking part in camps

R

apply to geta chance of being a service provider

\%

Send Application Letters to (il 8 4 5 &)
€ camps/clubs/organizations
@ school/colleges/university
€ internships
@ volunteerorganizations
»  Application letters
* HZAFF4 content
o SHIE R Format
* &S #H language
© X EHE tone
+ Format HIERIREEHERERR(INEZLZHE)
4+  Application Letters -Readers-based
Part 1: Beginning - Purpose of writing the letter
Part 2: Body Arrangements
Part 3: Ending

—. HiERRE: ERELERM. AZEK. 226, ZERS INESNRIHLER, FE 7B & HE
Bk, BUHFSHRERNEH, BAMEENE, MRMNER. FUEETREEREH, FHREE,
BRI, EREAE,

(ERiR =

« #R®E: DearSiror Madame/editor/Tom,

« B4 : Yours B Sincerelyyours #1T LiHua

« ZE1E: 3k Howareyou? How is everything going? / | am pleased/delighted to receive your letter...
%5 Best wishes./Best regards./Have a good day!/ I'd appreciate it if you write me soon./ Look forward to

your early reply...



Format

What should beincluded in an application letter?

Dear ,

Beginning --- Introduction and purpose
Why are you writing the letter?

Body--- describing your viewpoint on why you feel you are qualified for the job

--- describing howyou think they will fit the position you are applying for

Why do you feel you are qualified for thejob?

Ending --- About your wishes for response and your gratitude.
Yours faithfully
*%%

Writing preparations
4 Part 1: Purpose of writing the letter

(LD FREAAR: BENME EAERN, ZABERENSERER; .

» 1 would like to work as a volunteer for the Winter Asian Games.

» lamwriting to express my interestin the post/position thatyou ...
>

Iam more than glad to get the information about the summer Camp.
»  I’m writing to apply for becoming one of the host families to accommodate our friends.

| have learnt from the advertisementthatyou need a ....| am writing to apply for this post.

>
» Learning from... that you are looking for a ..., | am writing to tell you that I’m suitable for the job.
» lam writing to you to apply for the post thatyou advertised in the newspaper yesterday.

> WMRRAEMPAR, HATEHENHAC:

> lamLi Hua, a student fromNo. 2 High School/ Chairman of the Student Union.

4+ Part 2: Body Arrangements
(2) BHANARBAERFH AR F0R. &%, S

® communicate with

I havebeen ...since...
get along well with sb
| once worked as a ...for two years.

be rich in experience/ have much experience in

%  Part 2: Body Arrangements

Natural transitions -to begin with, besides, In addition , Therefore, In brief, once, as well, to be frank,

what’ s more, meanwhile***

The content must be correct and concrete, the language be accurate, the attitude and tone be genuine. (#R#E
W, SRR ERER)

f
"=+ Suitable Details? =====m==@» Speak in moderation, and in persuasive (FIiE&EE, HRA)

<~

2> Express your gratitude in an enthusiastic way/

2



4+ Part 3: Ending
(3) R EREXHEERNIIF

» It will behighly appreciated if | can have this opportunity.

» Isincerely hope you will enjoy the time you spend in my family.

» ldohopethatl canbe lucky enough to be admitted to yourcamp.

> | would appreciateit if you could take my application into consideration.
» lamlooking forward to your favorable reply at your earliest convenience.

4+ Useful words and expressions

€ acted € appointed
& ability € approached
€ achieved € arranged
€ adapted € assisted
€ advanced € assigned
€ addressed € attached
€ adjusted € attended
¢ adopted 4 balanced
€ advocated € Dboosted
€ ambitious € background
4 announce 4 combined
€ anticipated & clarified
€ applied € confirmed
¢ approved ¢ cultivated
4+  Writing help: Useful phrases

@ specializedin

€ good sense of

€ good candidate

@ responsible for

€ well suited for

€ technical skills

@ willing to travel

* Writing help: sentences (PPT L& 1 5 Ma)F, HEFIESTR)

L 2R 2R 2R 2R 2K 2

delivered
designed
developed
diagnosed
determined
effective
experienced
education
exchanged
evaluated
enhanced
energetic

L 2R 2R 2K 2K 2R 2% 2R 2R 2% 2% 2% 4

at your request
match for the job

I am sending you
meet your criteria
keepan interestin
take pride in my work

1. 1 am responding to your advertisement in Sunday’s paper for...

2. Sb. has informed me that you are currently looking for a part-time...
3. In response to your ad for a website producer/editor, I’m enclosing....
4. I was pleased to see your advertisement in this morning’s paper for...

5. My eight years as a..., make me suitable for the responsibilities of the position you are advertising.

< HERRESERR 2:
Dear , (BEXR)
»  Writing Purpose:

My name is , from (B EAA). | would like to apply for

3

Yours Sincerely / Faithfully/ Truly,

(515 HH).1 firmly believe



(1% B BR L)

» Body - describing your viewpoint on why you feel you are qualified for thejob

that| havethe qualification as a/an

--- describing howyou think they will fit the position you are applying for
Why do you feel you are qualified for the job?
Beinga _____, I have been working in ____for____years and | have a good command of _____. What's the
most important is that | was brought up to respect others and share happiness and sorrow with others. (FHi5H]

FERRHFZ/DFHAME ). 1 think thatit will be beneficial to my .
» Ending ---About your wishes for response and your gratitude.

| believe | have what the job takes. | hope you can offer me the opportunity. Looking forward to your
earliest reply.

Sincerely yours
LiHua
Assessment
Work in groups of four. Each student read the article and others comment on your partner’s work. Then select
the bestoneoutto show in the class. When you are discussing, you can pay attention to the following hints.

Purpose Have you made the purpose obvious?
Format Does the format conform to the requirements?
Language Are the sentences correct? Have you used the proper punctuation,

words, sentence and paragraphs to convey yourself?

Content Have you included all the points of view?

Are the details suitable?

® NMHAXFHE—HIERRE

= 3EBXL
> 83X 1: (2018 4 6 AWML RFEEE) (InB4FHE)
1 MAXEE W 1554
BREHRRZE, RRIEHSHBEEE, BERTNES PEE. BREGNE, AREHE:
1. OiEREST:
2. FHRAEL;
3. MEEK.
HEE:
1. W% 80 £4;
2. ATRLE BT, MUEATSOER
Writing Sample:

Dear sir,

I am writing to apply for a position as a volunteer for the reception job of some foreign students.

I think I’m qualified for the position. To begin with, I can speak English fluently as | have been

learning it for 8 years or so, which can greatly benefit my work. What’s more, as a volunteer | once

4



participated in lots of activities in society, during which I was well-equipped with plenty of experience.
What’s the most important is that | can do my utmost for the English Association of School.

I would be much obliged if you can take my request into account. Your prompt attention to this

letter would be highly appreciated.

Yours faithfully,
LiHua
> 3L 2: (hnJE 4k =)
&€ VxR 2=4¢, IEFE Columbia University K%, 83| H 2R REFEEKFC)S — A R4
EIRETEK Steven 5 —H HERE, NWARKE:
1. BRM4A;
2. HiIEHEH;
3. KR
FEE: 1. A 80 A%
2. AELWEINGETT, UETNER
Writing Sample:
Dear Steven,

I am Li Hua, a student from Columbia University. I am writing to apply to be a waiter in your

KFC to earn some pocket money during this summer vacation.

I am outgoing and can get along well with my colleagues and customers. | worked in a restaurant

last summer and earned much related experience. Above all, I am a quick learner, which can enable me

to adapt to my job as soon as possible.

It will be highly appreciated if my application is taken into account. Please contact me by
123456@gmail.com.

Yours faithfully,
LiHua


mailto:123456@gmail.com

