
R
e

a
d

in
g

 a
n

d
 W

ritin
g

 P
o

rtfo
lio

 9
R

e
a

d
in

g
 a

n
d

 W
ritin

g
 P

o
rtfo

lio
 9
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F
in

d
in

g
 a

 jo
b

1
R

ead these adverts for jobs in the U
K

.
A

nsw
er these questions.

1
W

h
o do you

 em
ail for an

 application
form

 at T
h

e G
reat O

u
tdoors L

td?

2
D

o you
 n

eed experien
ce to be a

reception
ist at th

e W
illow

 H
otel?

3
H

ow
 lon

g is th
e con

tract for su
m

m
er

cam
p grou

p leaders?

4
W

h
at type of sh

op is T
h

om
pson

 an
d

N
oble?

5
D

o you
 n

eed experien
ce to be a

su
m

m
er cam

p grou
p leader?

6
W

h
ich

 com
pan

y does F
ran

 Jam
es

w
ork for?

7
D

o reception
ists at th

e W
illow

 H
otel

alw
ays w

ork from
 M

on
day to F

riday?

8
H

ow
 m

an
y h

ou
rs do sales m

an
agers 

at T
h

om
pson

 an
d N

oble w
ork a w

eek?

9
W

h
at is th

e em
ail address of th

e
W

illow
 H

otel?

2
R

ead about these people. M
atch them

 to the job adverts A
–C

.

n
am

e 
W

ayn
e M

o
o

d
y

B
eth

 C
h

am
b
ers

Fergu
s Jackso

n

a
d

d
re

ss 
4
7
 M

arket St
5
4
 R

o
b
in

s St
3
4
 H

ill St

B
righ

to
n

N
ew

m
arket

P
o
o
le

B
N

4
 3

SG
C

B
8
 3

W
S

B
N

1
5
 8

JH

jo
b

U
n
iversity stu

d
en

t.Last year 
M

an
ager at O

n
e Sto

p
,a clo

th
es

R
ecep

tio
n
ist at Sea V

iew
 

w
o
rked

 at T
h
e H

igh
lan

d
 O

u
td

o
o
r 

sh
o
p
 in

 N
ew

m
arket.Started

H
o
tel,P

o
o
le.Started

 six

C
en

tre in
 Sco

tlan
d
 fo

r th
ree m

o
n
th

s.
tw

o
 years ago

.
m

o
n
th

s ago
.

o
th

e
r

Likes w
o
rkin

g w
ith

 ch
ild

ren
,

Lo
ves fash

io
n
 an

d
 w

o
m

en
’s 

Lo
ves w

o
rkin

g w
ith

 to
u
rists,

in
fo

rm
a
tio

n
en

jo
ys h

o
rse rid

in
g an

d
 clim

b
in

g
.

clo
th

es,can
 w

o
rk w

eeken
d
s.

can
 w

o
rk even

in
gs an

d
 w

eeken
d
s.

D
a

ve
 Jo

n
e

s.

3
R

ead the letter. A
re these sentences true or false?

1
W

ayn
e M

oody w
rote th

e letter.

2
H

e w
an

ts to be a su
m

m
er cam

p grou
p leader.

3
H

e h
asn

’t got an
y experien

ce.

4
H

e started u
n

iversity th
ree years ago.

5
H

e can
 ride a h

orse.

6
H

e w
an

ts an
 application

 form
.

7
H

e w
rote th

e letter in
 M

arch
.

Help w
ith W

riting
A form

al letter

47 M
arket St

B
righton

B
N

4 3SG

22
nd

A
pril 2005

M
r D

 Jones
T

he G
reat O

utdoors L
td

D
artm

oor
D

evon
E

X
22 6K

H

D
ear M

r Jones

I w
ould like to apply for the job of sum

m
er cam

p group
leader.

I am
 a student in m

y second year at university and I am
looking for w

ork for the sum
m

er. L
ast year I w

orked at T
he

H
ighland O

utdoor C
entre in Scotland for three m

onths. I like
w

orking w
ith children and I enjoy all sports, particularly

horse riding and clim
bing.

C
ould you please send m

e an application form
 and any other

inform
ation about your com

pany?

I look forw
ard to hearing from

 you.

Y
ours sincerely

W
 M

oody

W
ayne M

oody

4
a)

N
otice how

 w
e w

rite a form
al letter.

M
atch 1–5 to A

–E
 on the letter.

1
you

r address (bu
t n

ot you
r n

am
e)

2
you

r fu
ll n

am
e

3
you

r sign
atu

re

4
th

e date

5
th

e n
am

e an
d address of th

e 
person

 you
 are w

ritin
g to

b)
N

otice how
 w

e begin and end
a

form
al letter.

If w
e k

n
ow

th
e person

’s n
am

e:
�

w
e begin

 th
e letter w

ith
: 

D
ear M

r/M
rs/M

s + surnam
e

�
w

e en
d th

e letter w
ith

: 
Yours sincerely

If w
e d

on
’t k

n
ow

th
e person

’s n
am

e:
�

w
e begin

 th
e letter w

ith
: 

D
ear Sir/M

adam
�

w
e en

d th
e letter w

ith
: 

Yours faithfully

c)
N

otice w
hat w

e say in form
al letters. 

�
W

e don
’t u

se con
traction

s: I w
ould

n
ot

I’d, I am
n

ot I’m
.

�
W

e u
se polite ph

rases: I w
ould like

n
ot I w

ant, C
ould you please ... ?

n
ot 

C
an you …

 ?.
�

W
e often

 en
d th

e letter w
ith

: I look
forw

ard to hearing from
 you.

d)
U

nderline the phrases in 4c)in 
the letter.

5
L

ook again at the inform
ation in 2.

W
rite a letter from

 B
eth or F

ergus to
one of the com

panies in the adverts 
and ask for an application form

. 

�
U

se th
e in

form
ation

 in
 4

to h
elp you

w
rite you

r letter.
�

R
em

em
ber to u

se paragraph
s.

�
R

ead an
d ch

eck for m
istakes.

�
G

ive you
r letter to you

r teach
er 

n
ext class.

T

A
AB

CDE

T
ick the things you can do in E

nglish
in the R

eading and W
riting Progress

Portfolio, p96.

*
e

xp
e

rie
n

ce
=

 y
o

u
 d

id
 th

e sam
e jo

b
 in

 th
e p

ast

*
a

n
 a

p
p

lica
tio

n
 fo

rm
 =

 a fo
rm

 y
o

u
 fill in

 to
 get a jo

b

89

R
eceptionist

R
e

a
d

in
g

jo
b

 a
d

ve
rts

W
ritin

g
a
 fo

rm
a
l le

tte
r

R
e

v
ie

w
jo

b
s;re

q
u

e
sts

T
he

W
illow

H
otel

W
e are looking for a friendly person to w

ork
in reception in our popular tourist hotel.
Five days per w

eek,including som
e evening

and
w

eekend w
ork. Som

e experience* needed.

For an application form
* em

ail us at
w

illow
hotel@

ive.co.uk or w
rite to:

The W
illow

 H
otel,R

eed St,B
ournem

outh,B
H

2 5R
F

Sales M
anager

T
hom

pson and N
oble is a

large departm
ent store in

the centre of C
am

bridge.
W

e are looking for sales
m

anagers to w
ork in our

m
en’s and w

om
en’s clothes

departm
ent. S

om
e

experience needed.
37-hour w

eek, including
som

e w
eekend w

ork.

C
ontact F

ran Jam
es at

t&
n@

w
ebm

ail.com
 for

an application form
,

or w
rite to:

T
hom

pson and N
oble,

24
–48 H

igh R
d,

C
am

bridge,C
B

1 4W
D

G
rou

p
 L

ead
ers

W
an

ted
T

he G
reat O

utd
oors L

td
 are

looking for group lead
ers to

w
ork at our child

ren’s
sum

m
er cam

ps in the U
K

.
Four-m

onth contract:
June–Sept.
If you love outd

oor sports,
have lots of energy and

 enjoy
w

orking w
ith child

ren, w
e

w
ould

 like to hear from
 you.

N
o experience need

ed
.

For an application form
, em

ail
D

ave Jones at
d

ave.jon
es@

od
w

.com
 or

w
rite

to: T
h

e G
reat O

u
td

oors L
td

,
D

artm
oor, D

evon
, E

X
22 6K

H

C
B A


