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8 » To learn about the structure and contents of
E letters;

8 » To recognize what a good Application letter
o) IS like

> To write appropriate Application letters,
especially pay attention to the tonerand
language.




lead in:
When do you need to write Application Letterg?

<-apply for a job/part-time job
<-apply for a visa
<-apply for a scholarship

<-apply for admission to schools % v) \\

<-apply for admission to colleges / %ﬂ .

\ <-apply for admission to university f\/ Q
<-apply for a job/part-time job »
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2 apply for a visa

1a'q:nrpllb,ar for a positionin a
company

2 apply for a position in clubs

2L apply for an internship

L apply for a scholarship

2 apply to be a volunteer

lapply for admission to

schools When To Write
Application Letters 1apply to get a chance of being
a host family
1a[:eply,lr for admission to
colleges
1apply to get a chance of

taking part in camps

lapply for admission to
unversity

1.a'cprprlyr to get a chance of
being a service provider

2 apply for a job/part-time job
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LV TEVT  letters'to

@ camps/clubs/organizations
@ school/colleges/university
@ internships
® volunteer organizations
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L clubs
L camps
.linternships
1 organizations

—

1 school
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#=my  Writing Purpose : Send

Application Letters To

\ L university
J k A volunteer organizations

.lcolleges




oU0 ll‘

Application

*NHS
4 YA

# Format

Fcontent

1{Ktone

L language

content
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language

« A2 184K tone
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Application Letters -Readers-based
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Part 3:

Endin
Part2: d

Body Arrangements

\ Part 1:
Beginning Purpose of
writing the letter
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What should be included in an application letter?

Dear ,

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

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

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

Why do you feel you are qualified for the job?

Ending --- About your wishes for response and your gratitude.

Yours faithfully

HKXKX



Writing Preparations:

Partl: Purpose of writing the letter
(1) FREEHAX: BRNMEA BWEANIERN) , TRIEERENEFER

> | want to apply for admission into your university.

» | am writing to apply to participate in the activity.

| am very glad to get the information that you need a... 0
> | am writing to apply for the summer camp in your school. 7 8

N
» Having read your terms, | believe that I’'m qualified for the job. B
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Writing Preparations:

Part 2: Body Arrangements

Part 2: Body Arrangements

(2) BPFNBREEHIBHDIARK: MR 28, H8F
v be good at/ do well in / be familiar with/ be skilled in
v"| have learnt English for 8 years and | am good at spoken English---
v be fit for/ be equal to/ have the qualification for / be qualified for
v"have a good knowledge of / have a good command of spoken English
v What’s more important is that | am familiar with the local conditions.




o . .
Writing Preparations:

Part 2: Body Arrangements

Part 2: Body Arrangements
(2) BPFNEREEHIBFEHNDARK: AR, 2%, M85

v"| am easy-going and helpful and | am sure to get along well with my
partners.

v"| have a talent for English and | have won the first prize in an English
speech contest.

v | sincerely hope that my family can have the honor to be a host
family of an exchange student from---

v'If | had the opportunity to be accepted as a member of your summer
camp, | would be quite appreciated.




Writing Preparations: -

Part 3: Ending

Part 3: Ending

(3) REFRAXNRIFERNEAFT

Looking forward to your early reply.

Thanks for your favorable consideration.

Your prompt reply will be highly appreciated.

| will appreciate it if | am offered the opportunity.

| will be much obliged if you offer me the opportunity.
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® enclosed

naviecated
@ fostered ¢ .g
. & notified

&® fashioned ..

@ objectives
#goals @€ opportunit
@ heightened 00ptpimis i y
@®illustrated P ]
C @ persuasive
€®imaginative :

@ practical
®loyal )

@ project
#launched @ professional
€ motivated P

€ promoted



Useful words - expressmns

@ proposal @ stimulated
@ purchased € summarize
@ qualified @ terms

@ ranked @ tended

@ reliable @ tutored

®recommended @ trustworthy
@ responsible ®urged

€ summarize @ updated
@ sclf-confident @ volunteered
@® scheduled @® widened

@ sponsored @ well-organized



Writing help: Useful phrases —

@ apply for the position of
@ for further information
@ believe I could contribute

9 ten years’ experience with

@ skills that would be useful to
@ experience that qualifies me for
& qualities that would be useful i

@ considered an enthusiastic worker
@ in response to your advertisement
@ if you need additional information
€ interested in pursuing a career with
@ fit in with others= get on well with
others
\ € would enjoy
attending/working/belonging




#+ Writing help: sentences
1. I am a skilled ...

2.1 have three years’ exp

3.1a

applying for the position of...
4. I believe I am well qualified to apply for..
S.1a

u
=
<
m
P
n
-
<
.
m

interested in ourkxart-tl




#+ Writing help: sentences

6. I was pleased to learn that there is an opening.
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Dear
» Writing Purpose:

(D 1 am Li Hua, a student from (B EAF). | am writing to apply for (518 B ),
for | believe that (FFIER EZEHEEH).
» Body--- describing your viewpoint on why you feel you are qualified for the job

--- describing how you think they will fit the position you are applying for
Why do you feel you are qualified for the job?
@) | am sure | am qualified for the postof (EH & HIBRAL). For one thing, | have learnt
for___years and | have a good command of . For another, | once worked as for

____years, so | have much experience in . Moreover, | am outgoing and easygoing and can
get along well with my partners.

». Ending ---About your wishes for response and your gratitude. " ?%
%

@ I would appreciate it if you could give me the opportunity. Looking forward to;gy” ;/early
reply. 4 % 4
Yours Sincerely / Q;/fut% /)r/ ‘T ' 2

// 7 //// i # %y
Li Hua /, /'% b~
Y ///,{////g/ . /



Assessment s

Work in groups of four. Each student read the article'and others comment
on your partner’s work. Then select the best one out to 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?
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adward 1: top 5

{ Advantage 1
adward 2: excellent student
| Advantage 2: Para 2: Body
il 1 | Enalich Arrangements --- Reasons
SKI . oral chgiis
9 | Advantage 3: To Apply To Be A Secretary
skill 2: expert at
1 Advantage 4:
Outgoin
~| Personality 1: g
Easygoing
Para 2: Body . ;
Arrangements --- Personality Strengths - Personality 2:
Advantages/Strengths To - Deligent
Apply To Be A Secretary Personality 3:
- Friendly
Personality 4:




Writing Sample:
Dear Sir/Madam,

Knowing that an English secretary is needed in your company from the
newspaper, I wouldlike to apply for it.

I’m an-18 year-old boy and will graduate from Xinxing Foreign Language
School this July. I’m an excellent student among the top 5 in my class. I’m expert
at' English, especially oral English. I enjoy reading and appreciate music and can
type very fast. What’s more, I’'m outgoing and diligent and like to make friends.

It would be greatly appreciated if you could give me the opportunity. LLooking
orward.to your earliest reply.

Sincerely yours,
Li Hua

o°
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keen interest in

do well in subjects

teamwork spirit

{ Reason 1:

1 Reason 2:

get along well with

{1 Reason 3:

ranking the best students

Para 2: Body
Arrangements ---

Advantages/Strengths To
Apply For A Scholarship

1 Reason 4:

Awards/
Honors

1{ Reason 5:

Honor 1:

Para 2: Body
Arrangements ---

Reasons To Apply For
A Scholarship

Top 5

Honor 2:

Excellent Student

1N

Honor 3:

Won The First Prize
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Writing Sample:
Dear sir,
I am Li Hua, a student from China, I’'m writing to apply for a

scholarship for an oversea student.
Having read your terms on school website, I think I’m qualified for

your requirements to win scholarship. I have a Keen interest in study

and do well in all my subjects, ranking among the best students in our

class. Once I got the first prize in the English Writing Competition. In

addition, I have teamwork spirit and can get along well with others.

It would be extremely appreciated if you could take my application

into account. Looking forward to your earliest reply.

Sincerel ¥rs,
oL

. 4 b 4 N 4



\\\h\\h\h\hhh\\\h\~\~\\




