APPLICATION LETTER
The application letter (sometimes called “a cover letter” because it is sent with a C.V. in the same envelope) is aimed at getting a job interview.

There are two types of application letters. A solicited application letter is sent to a definite, or announced, job opening. An unsolicited or “prospecting” letter is one sent to a company that has not announced an opening. The objectives of an application letter are:

· to get attention;

· to introduce qualifications;
· to present evidence;
· to encourage action.

Remember, your application letter will represent you to the employer. If several applicants have the same qualifications, only those writing impressive letters will be interviewed.

Comments:
application letter – письмо-заявление
cover letter – сопроводительное письмо
solicited letter – закрытое письмо
unsolicited (prospecting) letter – открытое письмо
to present evidence – приводить доказательства
Advice for Job Seekers (By Robert M. Hochheiser)
The only reason for sending your application letter is to motivate an employer to meet with you. And it means that you shouldn’t say anything in a letter that has even the slightest chance of keeping you off his already overcrowded interview schedule.

In the first paragraph of your letter, identify the job you are writing about. Mention how you found out about the job. Was it through a newspaper ad or did an employee with the business tell you about the job? The next paragraph should talk about your abilities. Tell why you are a good person for that particular job. The final paragraph should contain two items: a request for an appointment at the employer’s convenience and information about when and how you can be reached.

If you think the boss wants an MBA and you haven’t got it, don’t mention your education. Does this mean that you should lie? No, it only means that you shouldn’t volunteer information that might be considered in a negative light. Be specific, focus on how good you are and don’t say anything that might be viewed as negative. Most important, ask for an interview.

Tailor your application as closely as possible to the known or probable requirements of the job you seek. That may be difficult if you are sending out hundreds of applications. Use a series of well-written letters, each of which highlights your strengths relative to a specific set of hiring requirements, and whenever possible, personally addressed.

Comments:
at the employer’s convenience – когда (будет) удобно работодателю
job requirements – функциональные обязанности
to highlight one’s strengths – акцентировать чьи-либо положительные качества
hiring requirements – требования к кандидату на должность
Task 1. Answer the questions.
1. What is the main purpose of an application letter?
2. What is the difference between a solicited and unsolicited application letter?
3. What is the content of the three main paragraphs of an application letter?
4. Can you put negative information or lie in your application letter?
5. Explain the phrase: “Tailor your application to the job requirements.”
6. What are the main characteristics of a good application letter?
Task 2. Study the model letter, read about its components.
You can get this information by calling the company and asking the name of the personnel manager.
MODEL LETTER
	
	Address

	
	Date

	Addressee’s name
Job title
Company name
Company address
Salutation
	

	Body of the letter:

	1.
Introduction
2.
Main part
3.
Closing
	

	Parting
	

	Signature
	

	Sender’s name
	

	Enclosure
	


Components of the Application Letter

Address:

Great Britain:
10 Spring Gardens
London SW1A 2BN
United Kingdom

USA:
145 Chinaville Rd
Lake Forest, IL 60045
USA

The date is written below the sender’s address, sometimes separated from it by a space. The traditional British variants: 11 Apr. 2002; 11 April, 2002; 11th April, 2002.

The American variants: April 11, 2002; April 11th, 2002.

Sender’s name consists of: First name, it means the first among the other names given to a child, e.g.: George Bernard Shaw (syn.: forename); Christian name – a name given when baptized. Middle name – all the other names besides the first name (usually abridged), e.g.: Charles John Huffam Dickens (John – father’s name, Huffam – Godfather’s surname); Family name (syn.: surname).
The addressee’s name. If the surname of the person is known, it should be preceded by a courtesy title and either the person’s initial(s) or his/her first name, e.g.: Mr. P.J. Brown or Mr. Peter Brown. Courtesy titles are: Mr./Mrs./Miss/Ms. Special titles are: Dr. (Doctor), Prof. (Professor).
After the name a position (job title) of the addressee is written, separated by a comma, e.g.: Mr. George Wright, Vice-President.
If the name of a person is not known, his/her position is written as follows: The Vice-President.

The salutation. If you know the name of the person you are writing to, the salutation takes the form of “Dear” followed by a courtesy title “Mr./Mrs./Miss/Ms.” and the person’s surname. Initials or first name are not generally used in salutation. If you are in doubt whether a woman is married or not, you may use the title “Ms.” [miz] instead of “Mrs.” or “Miss”.

”Dear Sir /Madam” opens a letter written to a man/woman whose name is not known. “Dear Sirs” is used to address a company. In the USA a letter to a company may open with “Gentlemen”, followed by a colon.

The body of an application letter usually consists of three parts: introduction, main part and closing. In introduction mention the source of information about the job and position you are applying for. In qualifications, describe your merits and qualities which correspond to the job description in closing request for an interview.

The parting formula depends on the form of salutation: “Yours sincerely” is used if the letter begins with “Dear Mr./Mrs./Miss/Ms.”; “Yours faithfully” if the letter begins with “Dear Sir/Madam”; “Yours truly” or “Very truly yours” if the letter begins with “Gentlemen”.

In the sender’s name the first name and the surname are usually written in full, middle name(s) – in initials.

The enclosure also enclosed or enc is written if a sender puts his/her resume/C.V. into the same envelope.

Comments:
dear – уважаемый
courtesy title – вежливое обращение
job title – должность
body of the letter – содержание письма
at your convenience – в удобное для Вас время

Yours sincerely/Yours faithfully /Yours truly – С уважением
enclosure/enclosed – прилагается
Task 3. Answer the questions.
1. What are the main parts of an application letter?
2. What sections does the body of the letter consist of?
3.
What information should be included into introduction, qualifications and closing?

4.
If in the greeting “Dear Mr. Steward” is written what parting formula should be used in the end of the letter?

Task 4. Match the synonyms.
	1. secret
	a. error

	2. when it best suits you
	b. salutation

	3. surname
	c. layout

	4: mistake
	d. forename/Christian name

	5.1 would be grateful
	e. job title

	6. to give proofs
	f. at your convenience

	7. position
	g. confidential

	8. looks
	h. I would appreciate

	9. first name
	i. family name

	10. greeting
	j. to present evidence


Task 5. Complete the application letter with appropriate words.
Dear Sirs,
With ______________ to your advertisement in the “Guardian” I ___________ to your company for the _____________ of the purchasing assistant.

I am currently ______________ in the purchasing department of Well & Goode Ltd, where my ______________ are to cover purchasing of all stationery for the firm.

If ______________ for the interview, I can come on any day at your ______________.
C.V. _____________.
Yours ______________,
John P. Star
Task 6. Rewrite the sentences in a more formal way.
1. I have read your advertisement in the last week’s edition of the...
2. I have learned from business associates...

3. I wish to apply for the job of...
4. Please send me further details of ...
5. I send you my C.V. together with the application letter.
Task 7. Study the application letter. What’s wrong with it? What information is missed, what is redundant or irrelevant? Rewrite it in a more professional way.
Dear Ms. Collins:
I saw your advertisement for a news reporter, and I wish to apply for the job. Enclosed is my resume and some clips for your consideration.

Although I have made my living in marketing, writing and news have always been my first love. I have been writing features for a couple of local newspapers while working at market research. I majored in journalism at State university and did an internship at Island Hopper News in my junior years. While I may not have all the hard news experience you are looking for, I certainly know how to write.
My best regards,
Angela Reed

Tips. A good application letter should:

· be personal (have the name and position to whom it is addressed);
· give the reason of applying for a particular company;
· be persuasive, i.e. written according to the AIDA formula: “Attention – Interest – Desire – Action”;
· use simple and direct language;
· have perfect spelling, punctuation and grammar; no typing errors are admitted;
· have ethic attractive layout;
· be printed/written on top quality paper;
· be short (one page long), standard, and businesslike;
· be original; photocopies are unacceptable.
FUNCTIONAL LANGUAGE
Application Letter Writing

	Referring to the job advertisement in…
	Относительно объявления о работе в...

	I apply for the position of...
	Я хочу получить должность...

	I would like to apply for the position of ... advertised in this month’s edition of...
	Я хотел бы подать заявление на должность... согласно объявлению в периодическом издании... за текущий месяц…

	I am writing to you concerning your advertisement of a vacancy for a bilingual secretary to work in your export department…
	Обращаюсь к Вам по объявлению о вакансии двуязычного секретаря в экспортном отделе…

	I am answering your advertisement for the post of Bank trainee which is published in ...
	В ответ на Ваше объявление о вакансии стажера в банке, опубликованное в...

	I am replying to the advertisement of 18 June for a Sales Manager which you placed in the “Export Journal”...
	В ответ на Ваше объявление от 18 июня о вакансии заведующего отделом сбыта, опубликованное в “Экспорт джорнал”...

	I am writing to ask if you might have a vacancy in your office for an accounts clerk.
	Обращаюсь к Вам с вопросом о наличии возможной вакансии бухгалтера в Вашем офисе.

	I was recommended by Mr... who is currently working in your firm to write to you concerning a possible post in your department.
	Г-н ..., работающий в настоящее время в Вашей фирме, порекомендовал мне обратиться к Вам по поводу возможной вакансии в Вашем отделе.

	I am particularly interested in the position you offer, as I know my previous experience and academic background would be valuable in the area of... (engineering, business, accountancy).
	Должность, которую Вы предлагаете, вызывает у меня особый интерес, так как мой предыдущий опыт и образование могли бы оказаться полезными в области ... (техники, бизнеса, бухучета).

	I am sure I would be successful in this post as I have now gained the experience and skills that are required.
	Я уверен, что достигну успеха на этой должности, так как обладаю необходимым опытом и навыками.

	As an ... (job title) I know my background in ... (area of work) would prove valuable to you, especially as I have been dealt with...
	В качестве ... (должность) мой опыт в ... (сфера деятельности) Вам пригодится, так как я занимался, в частности,...

	This position would require someone who has had extensive experience of ... which I gained both academically and commercially at...
	На эту должность требуется сотрудник, имеющий богатый опыт работы..., который я приобрел как во время обучения, так и в процессе работы в торговле в...

	At present I am employed at ... as ... where I deal with...
	В данный момент я работаю в ... в качестве..., где я имею дело с...

	During my time at ... I worked on several projects which were very successful.
	За время работы в ... я разработал несколько проектов, которые были весьма успешными.

	At ... company my duties included...
	В компании ... в мои обязанности входило...

	I graduated from ... college in 2005 with a diploma in...
	В 2005 году я окончил ... институт и получил диплом по специальности...

	I am a graduate of ... University and possess a Bachelor Degree of Arts.
	Я выпускник/студент старших курсов ... университета и имею степень бакалавра гуманитарных наук.

	Next year I will graduate with a MBA.
	В следующем году я получу степень магистра экономики.

	I have successfully completed a course in PC.
	Я успешно окончил курс по программированию.

	Speaking about my proficiency in foreign languages they are the following: English - excellent, German - fluent, French - good.
	Мои знания иностранных языков: английский – отлично, немецкий – свободно, французский – хорошо.

	I would appreciate the opportunity to discuss my qualification with you at your convenience.
	Буду признателен за возможность обсудить с Вами мою квалификацию в удобное для Вас время.


SAMPLES OF BUSINESS DOCUMENTS
Unsolicited Application Letter
Olena Kurchenko
9Anokhin St., 21
Moscow 010192
RUSSIA
Personnel Manager
CPL Group
Dear Sir or Madam,
I believe my experience makes me an ideal candidate for a managerial position in your firm.

I have four years experience of work in the field of sales management. Three months ago my accomplishments were acknowledged by a substantial salary increase.

My University education has equipped me to work with computer-based clients, like yours, and also to communicate with people. Training in business writing, human relations and psychology would help me to achieve solid rapport with them. I speak Spanish, Italian, English, French and Portuguese, Russian is my native language.

Any time convenient for you, I would appreciate the opportunity to discuss my qualifications for beginning a career with your company. Please call me at 411-5161 after 6 p.m. if you need further information about my experience.

Faithfully yours,
_____________
Olena Kurchenko
Enclosure

Solicited Application Letter
fax: (012) 229-6834

e-mail: search@search.petersburg.ru
Ms Marianna Carbe
Chief Administrative Officer

The Science and Technology Center in Russia
Dear Ms Carbe,
I am applying for the position of Personal Assistant to the Manager advertised in the “Career Forum” of May 29 a.c. In June I am receiving my Master Diploma in Foreign Languages and Literature at St. Petersburg State University.

I am particularly interested in the professional profile of your company. As my Master Diploma is dedicated to the research of pragmatic and linguistic peculiarities of the language of advertisement I hope this experience will be of use to you.

Regarding my work experience I have been employed at various foreign companies as a receptionist, secretary and then was promoted to the position of an Administrative Assistant, the one I occupy at the moment. But I would like to advance in my career and to pursue other challenging professional targets.

As far as I can see from the advertisement in the newspaper, the work requires a strong command of foreign languages. My fluent English, as well as Spanish, can be assets owing to widely extended business contacts of your company.

I would appreciate the opportunity to discuss my qualifications with you any time at your convenience.

Sincerely yours,
_______________
Eugenia Rudenko
Enc.
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