Applying by Letter Factsheet no 3
Making a good impression by letter 
You may need to write a letter to an employer about a job.  This may be:

· a simple letter to ask for an application form -  in this case make sure that your letter is short and clear but make sure you give a reference number or job title if the advert gave one.

· in response to a request to ‘apply in writing’ - in this case you need to give the employer more details in the application letter.  You could also send a simple letter and a copy of your CV – unless the advert specifically says ‘no CVs’. 

·  a speculative letter where you are asking an employer if they have any vacancies (see the Hidden Vacancies factsheet no 2).
· a covering letter to send with your CV, if the advert asks you to apply by sending in your CV. 

When writing or typing up a letter to an employer, use the following tips to make a good impression:

Write or type it out in rough: 

· ask someone to check your spelling, punctuation and grammar

· when happy with it copy it out neatly, or correct your typed copy.

Use plain paper and envelopes: 

· avoid using multi-coloured or patterned paper

· don’t use pages torn from a notebook. 

Be careful about presentation: 

· if you are writing your letter by hand - keep it neat and readable and use black or blue ink.
· If you are typing your letter -  make sure that you use a business letter layout 
List any exams taken: 

· give grades if known

· list any exams yet to be taken.

Keep it short :

· ideally on one side of A4
· use a good sized envelope so you don’t have to fold your letter more than once. 

Keep a copy of the letter:

· you will be able to refer to it if you are called to interview. 
Example of a letter of application for an advertised job 

17 Consett Way 

Ross-on-Wye

Herefordshire

HR12 9XX

0789 555666

Email: ksmith122@hotmail.com

29th May 2010
Mr Khan

Zoom Garage

Hampton Trading Estate

Ross Road

Herefordshire

HR9 ZZZ

Dear Mr Khan

I would like to apply for the motor vehicle apprenticeship vacancy (ref:JC 703/X) advertised in the 'Hereford Times' on the 27th May 2010.

I am currently in year 11 studying GCSEs at Wye Valley School.  My favourite subjects are engineering and resistant materials, subjects I chose in year 9 because I enjoy doing practical work and learning about engineering systems. 

In year 10 I did a two weeks work experience placement at Coopers Cars where I was given the opportunity to help a trained mechanic diagnose and repair a car with steering problems. I also learnt about the importance of health and safety rules in a garage. My employer gave me an excellent report.

I am keen to train as a motor vehicle engineer after my GCSEs exams are completed in June 2010.  Both my work experience and my course work at school have helped me to develop good practical skills and some understanding of the motor vehicle industry.

If you need references please contact:

Mrs S Sahota


Mr Cooper

Head of Year 11


Coopers Cars 

Wye Valley School


Watery Lane

Wye Lane



Ross-on-Wye

Ross-on-Wye


Herefordshire

HR11 NW



HR17 NZW

Tel: 01432 779992246

Tel 01432 008800022

I look forward to hearing from you.

Yours sincerely

Katie Smith

Katie Smith
Covering Letters

You need to send a covering letter when an advert asks you to apply by sending your CV. Use it to introduce yourself and show you are keen on both the job and the employer. Make sure that your letter is targeted to the job and company you are applying to.  Say why you are interested in working for them and draw attention to something in your CV that may interest them for example a skill or some work experience that you have. 

Q All the job adverts are asking for someone who has effective communication skills. Just how do I prove I am a good communicator? 

A To assess if you have these skills employers will look at your application form or CV, covering letter, any telephone conversations and the interview. To get beyond first base you need to persuade them in your application form or CV, and in any contact you have, that you’ve got the skills they are looking for. 

A good communicator is someone who can: 

· write and speak clearly and accurately 

· listen carefully and understand what other people say 

· ask meaningful questions

· cope with different points of view 

· express their own opinions persuasively. 

If you’ve done something at school or in a part-time job or voluntary work that shows you’re good at listening, speaking, questioning, or persuading others to come round to your point of view, include it in your application. Perhaps you’ve given presentations, written persuasive pieces of work, dealt with people in a part-time job or been involved in a mentoring or counselling programme at school - if it’s relevant make sure you include it. 
Speculative letters

Speculative letters are letters you write to an employer to express an interest in working for a company, ask if they have any vacancies and let employers know more about you.
We’ve given an example of how a speculative letter could be laid out on page 4 of this factsheet.
Example of a speculative application letter 

11 Newrise Walk 

Droitwich

Worcestershire

DY2 2YZ

01905 76555900

Email: sol26@hotmail.com

29th April 2010
Mrs J Ramprakash

Human Resources Manager

‘C & P’ Store

Droitwich Retail Park

Droitwich

Worcestershire

DY3 3YZ

Dear Mrs Ramprakash

I was interested to read in Thursday’s edition of the ‘Worcester Evening News’ that you are planning to expand your store and create 100 new jobs in Droitwich in July 2010. I am writing to ask if you would consider me for a retail vacancy at your new expanded store.

I am currently in year 11 studying GCSEs and a Higher Level Diploma in Business, Administration and Finance at Droitwich Central High School.  I have enclosed a copy of my CV which gives more details about me including the skills I have developed.

Working for the ‘C & P’ group interests me because you have a national reputation for quality retailing. I would be keen to be considered either for any new vacancies you may have as a result of your forthcoming expansion or for a work placement as part of an Apprenticeship.

I am enclosing a stamped addressed envelope for your reply. I look forward to hearing from you.

Yours sincerely

Stephen O’Leary

Stephen O’Leary
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