Lets Learn: Writing

E. Write a job application for each of these posts with a suitable cover letter.

1.

Answer this advertisement: Vacancy for young individual with sound educational
qualifications, smart appearance and fluency in English for the position of

salesperson. Freshers welcome. Apply to Manager, New Age Electronics, M G Road,
Dimapur-797115.

Write a letter to the manager of a bookstore, applying for the position of storekeeper.

State your experience, qualifications, reasons for leaving g#fvious position, and give
references.

This advertisement has appeared in The Telegraph: Situation vacant for Assistant
Manager in a reputed textile company. Graduates/Post graduates with 5 years of
experience in managerial position in any field may apply with biodata and references
to Manager, Garden Textile Company, New Church Road, Kohima-797041.

Write a letter of application for the position of PGT teacher (Biology) to the Principal
of New Shepherd Public School, Zunheboto, Nagaland.

Write a letter to the Vice Chairman, Apeekay Industries, Dimapur-797102, applying
for the position of Secretary as advertised in the leading newspapers of your city.
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Now, study this format of a business letter. Compare it with the sample given above.

[sender’s name]
- [sender’s organisation/company] (optional) ¢
(address]
[city, pin code]

e —r

[date]

[recipient's name] '
[organisation/company]
[city, pin code]

[salutation]

o e s

| [short paragraph of introduction stating the purpose of the letter]
. [additional information]
| [concluding remarks]

[ending phrase]
[sender’s name]
[designation and company name]

Enclosures: # (receipts/bills)

CC

ret's Practise: Writing

- On the basis of the information provided, write suitable business Jetters.

Class 12 for the science stream. Mention that you shall make the payment on
delivery of the books.

2. Write a letter to the landlord of your apartment, requesting him to make repairs
to the ceiling of your apartment, which has been facing the problem of seepage
for several months.
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1. Write a letter to the manager of a bookstore, asking him to supply textbooks for
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