Letter Writing

Writing a Cover Letter
	I will learn:
	I have learnt:

	· What is in a letter

· How the letter is set out

· Writing a letter

· Addressing an envelope
	· 


[image: image1.wmf]
Name ……………………………………….
Class …………

WHAT IS A LETTER?

A letter …





   True or False?

…is a written message to someone on paper


T
F

…is exactly the same thing as a note.



T
F

…is usually written in invisible ink.



T
F

…is usually sent in an envelope.




T
F

…is often sent in the mail.





T
F

…is often sent by pigeon.





T
F

…can be sent by telephone or email.



T
F

…can be from a friend.





T
F

…can be from a dog.





T
F

…can be from the bank.





T
F

…usually has the name and address of the person it’s for.
T
F

…can have the sender’s name and address on it.

T
F

…usually has the date on it.




T
F

…usually starts with the word “Dear…”.



T
F

…always has puzzles and pictures in it.



T
F

…usually finishes with the words “Bye bye”.


T
F

…often finishes with the words “Yours sincerely”.

T
F

…can finish with the words “Regards”.



T
F

…almost always finishes with the sender’s name.

T
F

…often has the sender’s signature on the end.


T
F

…usually has the sender’s name on the end.


T
F

WHAT IS IN A LETTER?

· find these things in the letter

· colour them in different colours

	Parts of a letter
	colour

	Address of person sending the letter
	

	Date the letter was written on
	

	Greeting: “Dear…”
	

	Introduction of the letter
	

	Main part of the letter
	

	Finishing up the letter
	

	Closing: “Best wishes…”
	

	Signature
	

	Name of the sender
	


Chester Hill High School

Kenward Ave,

CHESTER HILL   NSW   2162

Monday, May 5, 2002

Dear Class,

Welcome back to school. How were your holidays? I hope you did something interesting. I studied hard during my holidays. I did some courses at university in Armidale. Did you study at all?

My family came up to Armidale during Easter. On Easter Friday we did some sight seeing and went to a museum and learnt about a bushranger called Captain Thunderbolt . On Easter Saturday my husband and I did a heritage walking tour of the town. (Sounds boring, doesn’t it?)  In the afternoon we went to the art gallery. We went to church on Easter Sunday and ate lots of Easter eggs! Yum. I had to go back to the university on Monday and my family traveled home again to Sydney. I enjoyed the holiday, but it sounds quite boring.

I look forward to hearing about your holidays. Write a letter to me about what you did, where you went, did you meet with your friends, or see a movie? Bring the letter to Literacy tomorrow. Work hard and write me a long one!

Best wishes,

Mrs. Fogarty

Find a job Advertisement
INSTRUCTIONS

· Select the “Internet Explorer” icon on the computer’s desktop

· Type http://www.jobsearch.gov.au in the Search bar and press enter

· Select “NSW“
· Select “Sydney”
· Select the areas you would be willing to work in 
Eg. 
Fairfield/Liverpool


Canterbury/Bankstown



Inner West



City/Eastern Suburbs

· Select “New Apprenticeships”

· Look for the type of job you are interested in

Eg. 
Apprentice Printer, Apprentice Tiler
· Print the job you would be most likely to apply for and stick it below
OR/

· If you have no access to a printer, copy the ad below
APPLYING FOR AN ADVERTISED JOB








13 Alpha St









Chester Hill NSW









2162









29th October 2004







Gretel Moore

Harris Job Services

Banskstown

Dear Gretel, 

I am applying for the Apprentice Printer position, which was advertised on the Jobsearch website on the 1st November 2004.

I have a strong interest in printing and feel I have skills which are suitable for the position. I have successfully completed a work placement in the printing field at Brown’s Printing.  In this placement I demonstrated my ability to take directions, work as a part of a team, set up a printing job, check copy for errors and work to a schedule. I also demonstrated my ability to work with my hands, follow directions and work  as a part of a team in when I  successfully completed my Work Preparation Metal Fabrication course at Granville TAFE. 
I have included a resume for your information. I am willing to attend an interview anytime.

I look forward to a reply at your earliest convenience.

Yours faithfully,
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Belinda Ibrahim










Dear ________________________,(name of person you are writing to)
OR/
To whom it may concern, (if you don’t have a name for the person)
I am applying for the ________________________________(job title) position, which was advertised on/in (“on” for websites and “in” for papers etc) the _________________________________ (name of place you found it) on the ___________________________(date ad appeared in paper). The Job Number is _______________________ (if you have it).
I have a strong interest in _________________________________ and feel I have skills which are suitable for the position. (You must convince the employer why you would be suited to the position. It’s not enough to say you are interested in the job and that you like it. You must say something about you skills, interests, abilities and potential and how these relate to the job and the employer. You are trying to make the employer want to give you the job)
_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

I have included a resume for your information. I am willing to attend an interview anytime.

I look forward to a reply at your earliest convenience.

Yours faithfully,


Belinda Ibrahim

APPLYING FOR A JOB NOT ADVERTISED








13 Alpha St









Chester Hill NSW









2162









29th October 2004







Gretel Moore

Harris Job Services

Banskstown


Dear Gretel, 

I am writing to inquire about a printing apprenticeship.

I have a strong interest in printing and feel I have skills which are suitable for the position. I have successfully completed a work placement in the printing field at Brown’s Printing.  In this placement I demonstrated my ability to take directions, work as a part of a team, set up a printing job, check copy for errors and work to a schedule. I  also demonstrated my ability to work with my hands, follow directions and work  as a part of a team in when I  successfully completed my Work Preparation Metal Fabrication course at Granville TAFE. 

I have included a resume for your information. I am willing to attend an interview anytime.

I look forward to a reply at your earliest convenience.

Yours faithfully,


Belinda Ibrahim










Dear ________________________(name of person you are writing to), 

OR/
To whom it may concern, (if you don’t have a name for the person)
I am writing to inquire about a ​​​​​​​​​​​​​​​​​​​​​_______________________________

(name of the position you are interested in).

I have a strong interest in _________________________________ and feel I have skills which are suitable for the position. (You must convince the employer why you would be suitable for the position. Itis not enough to say you are interested in the job and that you like it. You ust say something about you skills, interests, abilities and potential and how these relate to the job and the employer which will make the employer want to give you the job)
_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

I have included a resume for your information. I am willing to attend an interview anytime.

I look forward to a reply at your earliest convenience.

Yours faithfully,


Belinda Ibrahim
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Your address


Number and street name:


Suburb:


Postcode:


Date:








The details (you have) of the person you are writing to


Name (if you have it):


Their Job Title (if you have it):


Company Name:


Address (or suburb):








Notice this part is different when you are applying for a job that has not been advertised.





Your address


Number and street name:


Suburb:


Postcode:


Date:








The details (you have) of the person you are writing to


Name:


Their Job Title (if you have it):


Company Name:


Address (or suburb):
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