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Be able to communicate with employers in writing in different formats

Unit 17 – Adapt personal information for employers

Task 1 – What is needed on a covering letter?

Writing a covering letter is as important as your CV. This is your opportunity to show recruiters why you would be good at the job and get them interested.

Things to look out for – What does the job involve? Could you actually do the job? How can you prove this to an employer?
List the five most important things that you should include in your covering letter.

	1.



	2.



	3.



	4.



	5.




Task 2 – Adapting an application

Read the covering letter sent by Jane Brown to Superco applying for a job as a check out supervisor. 

Indicate any corrections or alterations you would make to the letter to improve it. 

Re-write the second and third paragraph to make them more effective. 

Remember to highlight any relevant skills and experience that Jane has to make her right for the job.
Here is some background information on Jane:

· Worked in a small supermarket for 18 months

· Worked 15 hours per week

· Completed a Level 2 qualification in Customer Service at York College

· Experience of checkouts/monitoring and restocking shelves/organising deliveries/completing paperwork

· Is conscientious and reliable

· Is enthusiastic about working in the retail sector
· Is interested in further training/study
· Is flexible with hours/shifts
· Her Supervisor is her referee.
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Re-write the second and third paragraphs.


Task 3 – Writing a covering letter

Research a job that suits your skills and experience. Use job sites or newspapers.

Write a covering letter to send to support your application.

Remember to tailor it to the specific job you have identified.



Jane Brown


12 high street


York


Yr7 8np


07777666655


� HYPERLINK "mailto:jbrown@home.coz" �jbrown@home.coz�





SUPERCO 


Penny lane


York





Dear sir or madam





I am writing in reply to your recent advertissment for a checkout superviser at the penny lane store.





I have recent expereince working in a small supermarket where I worked on the checkouts, stacking shelfs and taking in deliverys. I worked there part time for 18 months and was very reliable and competent at the job. 





I am flexible with the hours I can offer and am able to start work imediately. I am keen to get work in this area and hope you can interview me for the job.





I enclose my CV with this letter for you to consider





Please do not hestitae to contact me if you have any questions.  





Yours fathfully





  J.A.Brown


Jane Ann Brown (Ms)































