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A JOB APPLICATION

I. Put the lines of the address in the correct order:

12 King’s Road
William Taylor
London
“The Sun” Travel Agency
WL356 T XD 

II. Choose the best greeting:
· Dear William Taylor
· Dear Mr William Taylor
· Dear Mr Taylor
· Mr Taylor
· Dear Mrs William Taylor
· Dear Ms William Taylor

III. Fill in the correct words:
____ September		____ 2013		             ____ the afternoons

____ 10th January		three times ____ week	____ Monday

____ 7:00			once ____ month		____ summer

____ 8:00 ____ 4:00		____weekdays		____ weekends



IV. Put the parts of the letter into the correct place:
your address, date, “Dear Mr Smith”, the receiver’s address, the text, your name, “Yours sincerely”

























V. Write in the missing words in the letter:



 (
Dear 
Mr.
 
Jackson,
I would 
_____
 to apply for a job 
___
a tourist guide in your 
_______ 
agency. I am twenty-one years old and I 
_____
 speak English, German, French and Italian. I am also 
___________
 in history and I like communicating with people. I would prefer to work 
_______
 June to August, because I am studying 
___
 university and we have 
_________
 in summer.
         Yours 
_________
_ 
,
Anna Jones
)












interested   -   at   -   holidays   -   travel   -   like   -   from   -   can   -   sincerely   -   as
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A JOB APPLICATION

I. Put the lines of the address in the correct order:

3. 12 King’s Road
1. William Taylor
4. London
2. “The Sun” Travel Agency
5. WL356 T XD 

II. Choose the best greeting:
· Dear William Taylor
· Dear Mr William Taylor
· Dear Mr Taylor
· Mr Taylor
· Dear Mrs William Taylor
· Dear Ms William Taylor

III. Fill in the correct words:
in September		in 2013		in the afternoons

on 10th January	three times a week		on Monday

at 7:00			once a month			in summer

from 8:00 to 4:00	on weekdays			at weekends

IV. Put the parts of the letter into the correct place:
your address, date, “Dear Mr Smith”, the receiver’s address, the text, your name, “Yours sincerely”

 (
the
 receiver’s address
) (
your
 name
) (
Yours sincerely
) (
the
 text
) (
Dear Mr
.
 Smith
) (
date
) (
y
our
 address
)























V. Write in the missing words in the letter:



 (
Dear Mr
.
 Jackson,
I would 
like
 to apply for a job 
as
 a tourist guide in your 
travel
 agency. I am twenty-one years old and I 
can
 speak English, German, French and Italian. I am also 
interested
 in history and I like communicating with people. I would prefer to work 
from
 June to August, because I am studying 
at
 university and we have 
holidays
 in summer.
         Yours 
sincerely
,
Anna Jones
)
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