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Jack Donegan

5 Merrion Square

Dublin 2

01 280 6087

Hiring Manager

Tesco

18-19 College Green

Dublin 2

Dear hiring manager,

I am writing to apply for the position of Customer Assistant as advertised on your website. I am a hard-working Transition-Year (1) pupil and I believe I will be able to fill this role with energy and enthusiasm.

As a frequent visitor to your stores, I would love the opportunity to work in such an environment while helping to promote your fantastic products.
As you will see in my CV, I have taken part in various school and community events that have allowed me to develop strong communication and team-work skills.

I have been playing football with the school team for three years and I have been volunteering at my local library since I was 14.

Thank you for your consideration and I hope I have the opportuity to hear from you soon.

Sincerely,

Jack Donegan
(1) In Ireland an optional one-year school programme taken after the junior Certificate, the equivalent of the Diplôme national du brevet.

1) Look at the document and identify :

- the type : .………………………………………………………………………………………………..
- a name : ………………………….……………………………………………………………………….
- a place : ….……………………………………………………………………………………………….
- the subject : ….…………………………………………………………………………………………
2) Match each part to one of the eight tips :

……… ( Don’t forget to thank the reader for their time.

……… ( Introduce yourself and the job you’re applying for.

……… ( Let them know why you want to work for them.

……… ( End your letter using formal sign off.

……… ( Put your name and address in the right-hand section.
……… ( Summerize your skills and experience.
……… ( Put the employer’s details in the left-hand section.
……… ( Finally, sign the letter.
3) Now read again and :

- highlight the author’s personal details in blue ;
- highlight information about the job and the employer in green ;
- highlight the author’s qualities and skills / abilities in pink ;
- highlight information about the author’s experience or current activities in yellow.

4) In the letter, pick out typical words or expressions you can use to write a cover letter
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