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Unit 12, Exercise 7

1 There are some mistakes in the address of the following cover letter. Write the address again correcting all the mistakes.

	
Hoofdstr. 165


1319 RL Almere
Ltd Penguin 

SE17 9JY

Summit Street 123

London


17th October 20..
Application for a job as sales assistant, reference 254892

Dear Ms Simmons

…




2 Complete the letter using the following information:

· two years of experience in retail

· finished three-year training two years ago

· worked in a men’s clothing boutique

· good English skills

· always dreamed of living in London

· reliable, hard-working

· friendly and enthusiastic

· could begin working immediately

Voorbeeldoplossing
	

Hoofdstr. 165


1319 RL Almere

(the Netherlands)
Penguin Ltd 

123 Summit Street 

London 

SE17 9JY 

(Great Britain) 


17th October 20..
Dear Ms Simmons

Application for a job as sales assistant, reference 254892

I am writing to apply for the position of sales assistant in your store. After I finished my three-year training course as a retail assistant in college, I worked as a trainee shop assistant in a men’s clothing boutique in my home town. Overall, I have two years of experience in retail.

I would very much like to live and work abroad and, in fact, I have always dreamed of living and working in London. I speak good English and I would like to improve my language skills further by spending more time in Great Britain.

I am friendly and enthusiastic, reliable and hard-working. I could begin work immediately.

Please find my CV attached. I look forward to hearing from you soon.

Yours sincerely

Sandra van Dijk
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