
Letter of application 
Read the following job advertisement on a company’s website. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Before you write a letter of application, look at the following list of ideas. Choose ten ideas 

you could use in your letter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Now write a formal letter of application in answer to the job advertisement. In your letter … 

 introduce yourself and give reasons for applying, 

 describe your personal qualifications, 

 mention previous working experience, 

 explain why you are suitable for the position 
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