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AN APPLICATION LETTER 

write the address of 
the receiver  

 

Camp Manager,  

42, Forest Road, 

Dublin, Ireland  

 Write your address 
Without name  

 6. Annakhil Avenue  

Gueliz, Marrakech,  

Morocco May 12th, 2014 
 

 Write the date  

address the person 
with the surname  Dear Mrs. Atkins,  

I am writing to ask (_______________) for the position of camp 
counsellor as advertised in last week's issue of Morocco Tribune. I am 
very much interested in working with you and would like you to study 
(_______________) my application.  

I am a nineteen-year-old student. I got (_______________) my 
Baccalaureate last year and now I am enrolled in the English department 
of Caddi Ayyad University in Marrakech. I speak English well 
(_______________) and have no difficulty communicating with English-
speaking people.  

Since I was fourteen, I have been an active member of a local 
association which specializes in organizing summer camps for young 
children. I have been a member of the staff for four years now and I have 
occupied different posts within the camps. Therefore, I believe that (am a 
good (_______________) candidate for the job offered.  

People have always said that I am hard-working and that I take my 
work seriously. I also have no problem dealing with children due to my 
rich experience with the association, l am also free during the months of 
July and August as I happen to be on holiday. I can come for an 
interview in one of your branches in Morocco at your convenience.  

I send (_______________) my CV along with a number of 
certificates and reference letters in case you need more details. 

I look forward to a positive answer (_________________). 

 

say why you are 
writing the letter & 
where you saw the 
advertisement. 

 

give some personal 
and academic 
information  

 

talk about any 
previous work 
experience  

 

mention some 
relevant personal 
qualities & say you 
are ready for an 
interview or further 
action  

 

say what other  
documents you are 
sending with the 
letter 
 

say you expect a 
reply soon 

Yours sincerely, 

Ayman Talbi 
 

 Close your letter with “Yours 
sincerely”, if you know the person’s 
name or Yours faithfully if you don’t  
+ your full name & signature. 
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AN APPLICATION LETTER - ACTIVITIES 

1. Read the following example writing task and underline the key words.  
Imagine you read this 

advertisement in the Moroccan 
English magazine Morocco Tribune 
last week and you decided to apply 

for the job. 
Write a letter of application to 

Camps Without Frontiers. 

CAMPS WITHOUT FRONTIERS REQUIRES 
MOROCCAN CAMP COUNSELLORS 

Is your English good? 
Are you free this summer? 

Do you enjoy working with children? 
Have you ever been or worked in a camp? 

If so, write to Mrs. Sarah Atkins, Camp Manager, 42, Forest 
Road, Dublin, Ireland 

2. Read this example letter, studying the tips in the margins.  
3. Read the letter again and answer the questions.  

a) What is the purpose of the letter?  
b) Where did Ayman learn about the job offer?  
c) What does Ayman do at present?  
d) Does Ayman have any camp work experience?  
e) How does Ayman describe himself?  
f) What does Ayman send with his letter?  

4. Replace the informal words and expressions underlined in the letter with more formal 
alternatives from the list.  

reply - obtained - apply - enclose - fluently - available - consider – suitable 

a. ask: _________________ 
b. study: _________________ 
c. got: _________________ 
d. well: _________________ 

e. good: _________________ 
f. free: _________________ 
g. send: _________________ 
h. answer: _________________

5. Fill in each gap with an appropriate word from the list.  

grateful - convenience - connection - enclose - degree - experience - employed  

a) I am writing in .............................. with your advertisement in The Daily Telegraph.  
b) I left Bristol College in 2013 with a .............................. in accounting.  
c) At present I am .............................. by City Bank in London.  
d) I have had two years'.............................. working in banking.  
e) I would be .............................. if you could send me more information.  
f) I.............................. my CV and some documents to better introduce myself to you.  
g) I would appreciate a reply at your earliest.............................. 

6. Read the following writing task and underline the key words.  
Read the advertisement and Write a letter of application.  
Write any addresses or your name.  
Worid Languages School  
Requires Teachers of English  

◙ Do you speak fluent English?  
◙ Do you like working with children?  
◙ Do you have any teaching experience?  
◙ Are you free in August?  

Apply in writing to Mr. Carl Robinsons, School Principal, 19, 
Annour Avenue, Rabat, Morocco  

 Plan  
Introduction:  
Parag. 1: reason for writing  
Main body:  
Parag. 2: profile and qualifications  
Parag. 3: previous experience  
Parag. 4: personal qualities  
Conclusion:  
Parag. 5: closing remarks  
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Application letter 

3.  

a. To apply for a job.  
b. In last week's issue of Moroccan Tribune.  
c. He is a university student.  
d. Yes, he does.  
e. Hardworking , serious and patient with children.  
f. His CV, some certificates and reference letters. 

4.  

a. apply  
b. consider  
c. obtained  
d. fluently  
e. suitable  
f. available  
g. enclose 
h. reply 

5.  

a. connection  
b. degree  
c. employed  
d. experience 
e. grateful  
f. enclose  
g. convenience 

  




