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Learning FocusLearning Focus

 be familiar with different forms of four types of letters 

related to employment. 

learn the basic writing skills of four types of letters 

related to employment; 

understand the basic structure of four types of letters 

related to employment; 

After learning this Unit, you will be able to: 



Letters of Job Application

               Module 1               Module 1



    A job application is your marketing tool. It is important to make 

the content of an application letter really readable to the recruiter 

and rewarding to you. The recruiter may have to read hundreds of 

applications, most of which will receive no more than one minute of 

attention. Your first aim is to keep the recruiter’s attention for a 

couple of minutes and to make sure that your application is not 

instantly rejected. To do this, your application must be clear, 

relevant and special. If your application is poorly presented and 

difficult to read, no recruiter is going to waste his or her time on it.



    The successful application letter does three things: Catch the 
reader’s favorable attention, convince the reader that you are 
qualified for the consideration, and requests an interview.  A letter 
of application should provide the following information:
   (1)State a specific job title.
   (2)Point out your source of information about the job.
   (3)Summarize your qualifications for the job, specifically 
education, work experience, and activities showing leadership skills.
   (4)Refer the reader to your résumé.
   (5)Ask for an interview, stating where you can be reached and 
when you will be available for an interview.

1. Basic Writing Skills 







2. Case Remarks Sample 1
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Résumé

               Module 2               Module 2



    A résumé (or, curriculum vitae) is a summary of one’s 
personal background, which summarizes one’s education 

and experience and other personal information. A well-

written résumé will add to the possibility of getting a good 

job. No single format is conventionally used for all 

résumés; the contents, the order of contents, and the 

format vary according to the individual and the kind of work 

being sought. However, a résumé should always be clear, 

brief, informative, attractive, and easy to read. And one 

should be objective and specific in presenting the 

information and avoid empty self-praise.



    A résumé usually includes the following components:
(1) Personal Information: 
•  your name; address; your email address; your phone 
number; postal code
•  gender; date of birth; marital status; nationality; health

(2) Objective: Write a brief objective statement that 
describes what you hope to achieve with your résumé. 
(3) Education:  
•  the name of the University
•  your major 
•  the dates attended (start and finish)
•  a list of classes you took 
•  the city in which this took place

1. Basic Writing Skills 



(4) Professional Experience:  
•    the name of the company
• the dates worked (start and finish)
• the city in which this took place
• the job history, a description of what you did 
• your accomplishment

(5) Activities: Mention school activities in which you participated. 
(6) Honors and Awards: Receiving any award deserves mentioning in a 
résumé. These can be academic, athletic or community awards or 
scholarships.
(7) Skills: Computer skills and foreign language skills are being paid 
more and more attention by companies, so you might describe them in two 
separate headings. 
(8) References: The information about your work experience or 
recommendation. 



Sample 3 
2. Case Remarks 
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Letters of Recommendation

               Module 3               Module 3



    Recommendations, like résumés, are necessary and 

indispensable documents when one applies for a job or a chance 

to study. The writer of such a letter must know the person 

recommended very well and have certain relations with him/her in 

work or study. He should be positive, enthusiastic and confident in 

recommending the person. As such a letter should not be too 

long; there is no need to repeat all the experiences of that person 

which are clearly listed in the résumé. Instead, just to emphasize 

the strengths of that person and highlight his/her merits and 

accomplishments. A letter of recommendation should not be too 

short either, because too short a letter will make the receiver 

believe that you are not sincere and do not know the person 

recommended well enough.



    The contents of letters of recommendation usually include 
the following three aspects:
   (1) explain the relationship between you, the writer, and the 
person recommended (tell when and how you got to know each 
other, and how well you know the person etc.);
   (2) general comments on the person’s abilities, mannerisms 
and personality;
   (3) suggest that the receiver employ or accept the person 
recommended.

1. Basic Writing Skills 



2. Case Remarks 
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