
Time : 3 hours   

1. Study the covering letters given in pages 193-198. Answer the following questions. 

2. What is a covering letter? 

A cover letter (also known as a covering letter or application letter) is; a one-page document that 

introduces a job seeker’s work history, professional skills, and personal interest in applying for a job. 

3. According to your opinion what are the most important facts that should be included in a 

covering letter? 

4. What you should not do in writing a covering letter? 

5. CHOOSE  SIX THINGS YOU SHOULD INCLUDE IN A COVER LETTER. TICK (✓) ALL THE CORRECT 

ANSWERS. 

1. ……………. Which job you are applying for and how you found out about the vacancy 

2. …………. Brief biographical details 

3. …………. Your experience and personal qualities related to the job 

4. …………. Your negative personal qualities 

5. …………. Your motivation for applying 

6. …………. Why you left your previous job 

7. …………. Your salary expectations 

8. …………. A complete list of your exam results and qualifications 

9. …………. What you can offer the company if they give you the job 

10. …………. What other documents you are attaching or enclosing with the letter 

6. Answer the questions given in pages 191-192. 

7. Write a resume and a covering letter  for the following advertisement. 
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