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Work in pairs and discuss the questions.

1 Whatis the purpose of a covering email?

2 Have you ever written a covering email and a CV? If so,
for what job? Were you successful?

3 Do you expect to write a covering email in the near
future? If so, for what kind of job?

Read the advice. Is this what you would normally do?
Do you think itis good advice?

Read the job application carefully and decide what
personal qualities the employer is looking for, then
mention those qualities in your covering email.

95 percent of applicants will send out a standard
covering email, but you will stand out from the rest.
Getting an interview should be a piece of cakel
Rahina Al-Bishi, professional interviewer

Match extracts from job adverts 1-4 with personal

descriptions a-d.

1 Theright candidate will pay attention to all the details
of our operation and will put the safety of our clients
and staff first at all times.

2 We are looking for someone with computer skills and a
background in retail.

3 The ideal candidate will be able to adapt to a constantly
changing environment and deal with problems as and
when they arise.

4 Appropriate academic qualifications and good
communication skills are a must.

a ‘lam|T literate and have three years of relevant sales
experience.

b ‘I have a degree in economics and a flair for dealing with
clients!

¢ ‘lamsafety-conscious and detail-oriented.

d ‘lam flexible, keen to learn and | have strong problem-
solving skills."

What other words or phrases might be useful for

describing yourself in a covering email?
enthusiastic, determined, .




image2.png
3 a Read the job advert and Judyta's covering email.
Match paragraphs 1-3 with information a-d.

a personal qualities
b details of relevant experience
c thejob sheis applying for
d arequest for the interviewer to take action
b Match the adjectives and phrases in paragraph 1 with

the requirements of the job described in the advert.
How well has Judyta responded to the advert?




image3.png
Hotel Receptionist

The Park Royal Hotel is seeking a Receptionist to handle all aspects
of front-desk duty. Must be able to provide exceptional service to our
clients and take control of all aspects of the hotel's reception. English
essential but other languages are an advantage. Experience preferred.
Duties include:

* checking guests in and out with our IT systems

* providing advice and assistance to guests

* being aware of who enters and exits the building

The right candidate must be able to work different shifts at short
notice.

Send CV and covering email to valerie.denBerg@parkroyalhotel.uk.

Application for position of Hotel Receptionist
Dear Ms. den Berg,

1 1 would like to apply for the position of Hotel Receptionist
advertised on your website. As you will see from my
attached CV, | am an extremely organised and friendly
individual, who is fluent in English and Polish and has
conversational Spanish. | have relevant experience in the
hotel industry and | am [T literate, flexible and security-
conscious. | believe | am the perfect fit for this exciting
position at the Park Royal Hotel.

2 Asastudent, | worked part-time for 18 months at The
Ambassador, a four-star hotel in my home town of Lublin.
There | gained valuable experience in housekeeping,
food service and reception work. More recently, | worked
on reception at The Claremont Hotel in Dublin, where
| was tasked with training and assisting new staff and
reorganising the front-desk operations. | would now like to
take the next step in my career in hospitality by working for
the Park Royal Hotel.

3 | would very much welcome the opportunity to discuss this
role with you, as | feel | could be a great asst to the Park
Royal Hotel. Please feel free to contact me to arrange an
interview.

Yours sincerely,

Judyta Lisowski
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4 Read the Focus box and choose one of job adverts
A-Ctorespond to.

L

Matching a covering email with a job

advert

Inorder to write a good covering email, you need

to do several things.

* Use adjectives that match the job description to
describe yourself.

Iam extremely detail-oriented.

Iam fluent in English.

I have conversational French,

« Stress why you would be good for that job or position.

Ibelieve Iam the perfect fit for ...

Ifeel I would be a great asset to....

« Briefly mention your relevant experience and what you
have learnt.

Asastudent, | worked part-time for/at ..., where

demonstrated...

Igained valuable experience in...and was also
tasked with ...

More recently, | worked for ..., where | became

expertat...

* Ask for a chance to discuss the role in person (you are
asking for an interview).

Iwould very much welcome the opportunity to
discuss this role with you.

Iwould be happy to attend an interview at any time.
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Chocolate taster

We are looking for someone witha
background inmaking and testing cakes
and sweets. Theright candidate will have
apassion for chocolate and for learning
aboutit, as well as excellent English. He
or she willalsobe keen to try new things
and be willing to travel the country at short
notice.

Sendyour CVanda covering emailto
heidi@marvellousorganicchocs uk.

Duties and responsibilities include:
- interviewing clients

- planning and organising public events B
- keeping organised records

The ideal candidate will be able to

change their schedule at short notice.

Send your CV and a covering email to

jo marketre h.uk.
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Prepare

5 a Make anote of the adjectives and phrases you would
use to describe yourself. Make sure they relate to the
job advert.

b Underline useful phrases in the email in Exercise 3.
What other phrases could you use?

Write

6 a Write a covering email in response to the job advert.

b When you have finished, use the checklist to edit

your email.

Remember to include:

* which job you are applying for

* thedate

* how your personal qualities match the job

* your relevant experience and what it has taught you

* atleast one sentence where you show that thisis nota
letter you send to everyone

« arequest for an interview

* asuitable sign-off: Yours sincerely if you have started
with the interviewer's name, Yours faithfullyif you
haven't,

© Work in pairs and swap emails. Use the checklist and
write suggestions forimprovement.




