
ICT Module 4

Writing a coveringWriting a covering LetterLetter

LLooookkiinngg ffoorr sseeaassoonnaall wwoorrkk??  
LLooookkiinngg ffoorr aaddvveennttuurree??

JJoobbss44UU is an international employment agency specialising
in placing personnel with action & adventure companies.  
We are looking for people who are:

HHaarrdd wwoorrkkiinngg  ••  EEnntthhuussiiaassttiicc  ••  EEnneerrggeettiicc  ••  RReelliiaabbllee

WWee hhaavvee tthhee ffoolllloowwiinngg vvaaccaanncciieess::

We offer an attractive salary 
and benefits, including travel 
expenses and paid holidays.

To apply for one of our vacancies
please send a copy of your CV to:

JJoobbss44UU,, 9977 SSmmiitthhfifieelldd LLaannee,, SSttrraattffoorrdd,, SSTT4455 77XXUU,, EEnnggllaanndd..
TTeell:: 00004444 11998877 665566557766  WWWWWW..JJoobbss44UU..ccoo..uukk

1Opposite is an advertisement
you might see in a magazine

or news paper.  Read the ad and
answer the questions below.

Jobs 4 U

GGrroouupp LLeeaaddeerrss
CClliimmbbiinngg IInnssttrruuccttoorr
LLiiffee GGuuaarrddss
TTrreekkkkiinngg GGuuiiddeess
MMaaiinntteennaannccee ssttaaffff
KKiittcchheenn SSttaaffff
HHootteell SSttaaffff

What is Jobs4U? 

What sorts of jobs do
they offer? 

How do you apply for a
job?

What is seasonal work?

2When you apply for a job, you
should send a copy of your CV

and a covering letter.  Write the 
information below in the correct 
position on the page opposite.

Jobs 4 U
Smithfield House
Smithfield Lane
Stratford
ST45 7XU
England

Jan Pulkrabek
Nova 815
Breclav
69055
Czech Republic

7th March 2007

Dear Sir or Madam,

Covering Letter



3Here is a covering letter to Jobs4U.
Put the parts of the letter into the

correct order.  (There may be more than
one possibility)

1

A. but I am happy to consider any other vacancies you may have. 

B. Yours faithfully,

C. I look forward to hearing from you soon.

D.   Dear Sir or Madam,

E.   I am writing in reply to your advertisement for seasonal employment, which 
appeared in the March edition of Adventure Magazine.

F. Jan Pulkrabek.

G.   I have enclosed a copy of my CV as requested.

H. I am very interested in the position of life guard, as I have 2 years 
experience of working in a busy swimming pool, 

4In the box below, write your own
letter similar to the one 

opposite.  Choose which job you
would like to apply for.  You may 
invent your own qualifications and
experience.

Remember to add:

Your address
The address of Jobs4U
The date


