Documentos para edicion

Here you will find a guide on how to write a cover letter, this will help you to get an
interview as this is the first thing an employer is going to see about you.

To write a common cover letter you may take in consideration its layout, it refers to the order this

1 letter has. The first part includes some details about the person or company you are sending the
letter as its telephone number and address, then you continue with your own detail information,

here you should include contact information such us your name, address and postal code, etc.

To start writing the body of your letter, you may include a proper salutation it depends on the per-
2 son you writing to as Mr., Sir or Dr. You can also say Mrs. or Miss. if you are writing to a married or

single woman. After that, you can start with the first paragraph that talks about the reason why you
are writing your letter and how you know about the vacancy.

To continue with a second paragraph, you have to give information about your qualifications and
what you can offer to the company, it is important to give examples on how you apply your skills.
3 At the end you close the letter thanking for their consideration and how you will follow up with the
process, for example when you will be available for the interview. The last part of your letter inclu-
des your name and signature as the author of the letter.
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Here you will find a traditional layout on a covering letter:

COMPANY TELEPHONE NUMBER
COMPANY E-MAIL ADDRESS
DATE

CONTACT INFORMATION
Your street

Your town

Your country

Your postcode

COMPANY INFORMATION
Company name
Company Street
Company Town country
Company Postcode

SALUTATION
Dear Sir

FIRST PARAGRAPH:

I'm writing in response to the announcement in the dates | am available to
work . I hope this time me be good suitable

SECOND PARAGRAPH:

Whilst at | was occasionally asked to for another organization, | ___ between
.1 have wide experience in .

CLOSING SECTION:

| would love to work for your company and hope you will give my application serious
consideration. | am available for interview at any time. Please find enclosed my CV.
Looking forward to hearing from you in the near future,

Yours sincerely,

SIGNATURE
Name
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USEFUL VOCABULARY

Take into account the correct preposition used after some words:

* Would like to apply FOR the assistant job.

* The position OF Sous Chef.

* |f you would like to discuss this IN more detail.
* | can work UNDER pressure.

* | was in charge OF cooking soups, meats, vegetables,
desserts and breads.

* | was responsible FOR reviews food requisitions
from the various workstations and forwards to
Executive Sous Chef for final approval.
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OTROS RECURSOS

Codmo escribir una carta de
presentacion.

Video tutorial de como escribir una carta de presentacion.

Vocabulario para inglés de negocios.

Frases y vocabulario para escribir cartas en el mundo laboral.

Como se debe ver una carta de Q
presentacion. N

Comparacion entre dos cartas, una que no dice nada y otra completa.

Estos enlaces no son producidos por la Institucion, son un apoyo
adicional externo gue le suministramos a usted. En caso de dano de
alguno de los links, por favor reportarlo a nuestra Mesa de Ayuda.
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https://www.youtube.com/watch?v=egeyiUpFsaw
http://www.learn-english-today.com/business-english/bus-letter-guidelines.html
http://www.learn-english-today.com/business-english/A-business-english-contents.html
http://www.askamanager.org/2007/06/what-does-good-cover-letter-look-like_13.html

