AN APPLICATION LETTER
FORMAT


Useful Language
Opening remarks
· I am writing to apply  for the position of… as advertised in  (yesterday’s ) newspaper
· I am interested in applying for the post of ……
· I am writing with regard to your advertisement  which I read in……..
Work Experience
· I have……year’ s experience , working as…
· I have been working as a ….for the last ….years.
· …..years ago  I worked (as)/I  was employed as….

Qualifications
· I have completed my ….year in college/university/Junior High School
· I have a certificate in …../έχω πιστοποιητικό σε …
· My qualifications include…./τα προσόντα μου συμπερλαμβάνουν
· I am computer literate…
· I know how to …….

Reasons
· ….would be a wonderful opportunity for me.
· I would benefit greatly from…./θα ωφεληθώ πάρα πολύ…

Personal  qualities
· Despite my lack of/έλλειψη …..experience , I feel that I would be an ideal candidate/υποψήφιος
· I am considered to be a (hardworking and ….) person who is also (reliable/αξιόπιστος)
· Ι consider myself to be …….
Closing Remarks
· I enclose/εσωκλείω my CV and a reference/συστατική επιστολή  from my previous employer/τον προηγούμενο εργοδότη
· I would be grateful if you would consider my application .
· I will be available for interview……on ….
· Should you require any further information, please do not hesitate to contact me on …../Aν επιθυμείτε περισσότερες πληροφορίες παρακαλώ μη διστάσετε να επικοινωνήσετε μαζί μου στο….
· I am available for an interview any weekday  morning.
· I would be glad to attend an interview at any time .
· I look forward to hearing from you.
· Do not hesitate to contact me if you require further information.


Adjectives to describe yourself
· Hardworking
· Patient
· Calm
· Inventive
· Punctual
· Have a vivid imagination
· Imaginative
· Creative
· Smiley
· Easy going
· Friendly

Προσπαθήστε να γράψετε το γράμμα χρησιμοποιώντας το υλικό που σας παρέχω, αλλά και το πρότυπο του βιβλίο . 
Πάρτε όποιες φράσεις σας εξυπηρετούν για να συνθέσετε ένα επίσημο γράμμα.
Καλή επιτυχία!!!



paragraph 4
closing remarks


sign off
Yours faithfully,
Yours sincerely,
(your full name)



greeting
Dear Sir/Madam,


paragraph 1
reasons for writing


paragraph 2,3
age, qualifications/studies
personal qualities/previous experience


image6.png




image7.svg
  


image2.png




image3.svg
    


image1.jpg
r 4 e
Witing




image4.png




image5.svg
       


