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  (CLF722)   Topic: THE LETTER OF                  time      taught in year

                    APPLICATION                   1 hour            2
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         Topic objectives:  Upon completion of this lesson the student will be

         able to:

         Learning

         outcome #

          (B-5)  -  List the components of a cover letter and write

                    two examples.

         Special Materials and Equipment: Clean blank paper

         Evaluation:  Practice letter of application

TOPIC PRESENTATION: THE LETTER OF APPLICATION

I. THE LETTER OF APPLICATION

     A. The letter of application is difficult and takes time to write.

        Although it is one of the most difficult letters to write, you will

        find, if you do your job well that it could be the first step into

        the employer's door. The letter of application indicates to the

        employer that you have made the extra effort to get yourself an

        interview.

     B. THINGS YOU MUST DO:

        1. Use good quality paper.

        2. Type the letter.

        3. Use correct grammar and spelling.

        4. Use correct business letter format.

     C. ORGANIZATION:

        1. Heading - composed of return address and date.
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           a. Your heading should be 5 to 15 spaces from the top of the page

              in the right hand corner.

           b. Double space between your address and the date.

        2. Inside Address - the name of the person to whom you are writing,

           their title, the correct name of the company, and address of the

           company.

           a. There should be 5 spaces between the heading and the inside

              address.

        3. Salutation or Greeting

           a. Dear Mr. James: (be sure to use a colon after the person's name)

           b. Double space between inside address and greeting.

        4. The Body (single-spaced) - things to include:

           a. Motivation for writing.

           b. Statement of specific position for which you are applying.

           c. Provide information about your experience and qualifications.

           d. Include education as a positive supplement to your experience.

           e. State your availability for an interview.

           f. Try to identify specific criteria in the job advertisement that

              you are qualified in.

           g. Mention any enclosures such as a resume.

           h. Double space between each paragraph.

   5. The Signature

      a. Be sure to leave ample space after closing for your signature.

              ___________________________________________________________

              ACTIVITY:

              Using Supplemental Handouts # 1 & 2, have students write

              two different letters to local businesses of their

              choice. Have students include a resume and mail the

              letters. Students should follow up with a telephone

              call the following week to see how their letter was

              received.

              ___________________________________________________________
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Supplemental Handout #2: The Letter of Application

                       SAMPLE LETTER OF APPLICATION

John C. Bello

1810 Thornton Avenue

Oxnard, CA  95321

January 3, 2001

Mr. Allan Cottle

Director of Personnel

Germain Roberts, Inc.

410 Lasser

Ventura, CA  95326

Dear Mr. Cottle:

Please consider my enthusiasm and drive to be considered for the position

of Shipping and Receiving Clerk at your warehouse operation.

I have recently completed a vocational education course in Warehouse

Operations. This experience provided an eight-month training placement at

McClane Pacific in Oxnard, CA. My training included instruction and work

experience in shipping and receiving procedures, inventory control

principles and operation of various materials-handling equipment.

My prior work experience includes a variety of positions that required

a responsible work attitude directed at being part of a team. My former

employers would definitely testify to my industrious and enthusiastic

nature on the job.

Enclosed is a copy of my resume. I am hopeful that you will consider my

education, work experience and my sincere desire to affiliate with Germaine

Roberts, Inc. in the immediate future.

I am available for an interview at your convenience and would certainly

appreciate the chance to talk with you regarding employment opportunities at

your firm.

Thank you for your consideration.

Sincerely,

John C. Bello
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