LETTER OF APPLICATION

REVISION:  Read the notes on paragraphing your letter of application, then correct the sample below.  Rewrite the letter again for a 10/10 mark.

	                 PARAGRAPHS


	SAMPLE                                

	Para 1: 

State why you are applying and where you have discovered about the post. For example, you may be responding to an advertisement. Always be positive in this opening paragraph. In other words, a reference has to be made to the source of information about the job.

For example:  I learned of the position of Cashier from the Daily Post Issue # 220 in your advertisement of 27th October 2019 and I believe that I have the necessary credentials for this role

Para2: 

Provide details about yourself.  You should demonstrate your suitability for the job.  Identify your qualification and specific skills, knowledge and experience to address the requirements of the job. Don’t forget transferable skills such as team work.  Demonstrate enthusiasm and preparation by showing you understand what the company needs. In other words, mention your particulars precisely.

Para 3:

 Be positive and indicate that you are available and that you are interested in attending an interview.  Restate or state your email or phone contact and your other referees.  

For example: I would welcome the opportunity to discuss my suitability for this interesting position in person.  Please let me know if I can provide you with any further information or attend an interview.  
Close off:

Thank you for your consideration.


	Dear Sir/ Madam

APPLICATION FOR THE CASHIER POSITION

I have read your advertisement of the above post in the Daily Post issue # 1009 of 28 October 2019 and have written to express my interest for the job.

I am a male of 18 years old and a year 10 leaver of Central School in Port Vila. In 2018.  I am an outgoing person with a lot of motivation to learn and excel in life.  From my experience with the use of computer programs such as excel and word achieved from taking up ICT at Central School, I believe that I am equipped to face any challenge in taking any post with the role of cashier.  I am willing to work overtime should it be required and I believe hope to perform to the best of my ability under any condition.

I therefore, write to apply for the cashier position.  For  more information about myself do not hesitate to contact my referees:  Mr. George Willie and Mrs. Namak on 5490781.  Find attached are copies of my CV and certificates.

I hope my application meets your requirement.

Yours faithfully

JTALLY

JOEL
8/10

Applicant




Activity
Write to an application letter to do a holiday job in a government department. Write the letter in the format taught. 

