English for Second Year Students (Сивак О.Б., Ковальчук І.С.)
To-do list (список завдань):
1. P. 126-127 ex. 10
Write your own resume and cover letter using the samples.
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ENGLISH
10. Write your own resume and cover letter using the samples.
CV (curriculum vitae, BE) /résumé (AE)

tain a specialist position in acrospace engineering
or mechanical engincering

20132017

University of Leicester

Master's Degree in Mechanical Engincering
2015

E Year in Toulouse, Fi
JARED BOSWORTH 253233;3 ‘ear in Toulouse, France

Addres: Leicester Grammar School
A-levels: Physics (A), Maths (A), Chemistry (B)

Contact
44 116 254 0654

jared.bosworth@gmail.com 06.2015-10.2015

Internship at Leadership University Toulouse
Date of Birth 05.2013-09.2013

26:10-1995 Internship at Meggitt Polymers and Composites
2011-2013
LANGUAGES Opinion polls for Leicester Mercury

English o

French v High knowledge of web technologies HTML
Spanish v Experience in programming android applications
v Supervising advertising campaigns in social media
SOFTWARE SKILLS

Microsoft Word

Microsoft Excel TRAINING

S dge in improving usability of websites

Adobe Photoshop
Webdesign

PERSONALITY

v optimistic v patient /f’ (@] X4

QNS RRE T ST New technologies Fitness Photography  Travel
v loyal v creative
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Unit 3. Job Qualifications
Covering letter (BE)/cover letter (AE)

Akiko Tanaka

52 Orchard Street
London

W2 3BT

Mobile: 07960 999999

E-mail: akiko9999@hotmail.com
Fortnum & Mason's
181 Piccadilly
London
WIA IER
3 August 2018

Dear Sir/Madam,
Re: Job as a part-time sales assistant (reference: JBW5014)

T would like fo aplly for the job of part-time sales assistant in the food
section of Fortnum & Mason's in Piccadilly, as advertised in "Recruit Now" on
2 August. Please find attached a copy of my CV.

My previous jobs include two years as a sales assistant in an organic
food shop in Japan. This has given me experience of dealing with customers,
as well as cashier skills and a basic knowledge of food retailing.

T have been living in London since last September, and am currently
studying English at a language school. I have good English communication
skills (recently I passed the Cambridge First Certificate in English exam).
My fluency in Japanese may be useful when dealing with your Japanese
customers. I am an enthusiastic worker, and enjoy working in a team. My
student visa entitles me to work up fo 20 hours per week (or longer during
my school holidays), and I could start work immediately.

T would welcome the opportunity to discuss the job vacancy with you on
the telephone or at an interview. I can be contacted most easily on my
mobile telephone or by e-mail (see details at the top of this letter).

Yours faithfuly,

Akiko Tanaka





