Applying for a job
You are going to pretend that you want to apply for the job that you created the advert for.

You are going to create a Cover Letter and a CV that will match the job description on the advert.

Use the information from the advert to make sure your letter and CV match the job.

Open Word and create a new document,
See examples of a Cover Letter and a CV on the other pages (ask your teacher for these).

Mrs D. Marshall

6 Heaton Close

Manchester

M16 HFG

23rd August 2009

The Manager

42 Grange Avenue

Ardwick

Manchester

M20 4AE
Dear Manager,

I am writing to you because I have seen your advert in the Manchester Evening News. I am an experienced cleaner and have worked at for a cleaning company in Manchester for 3 years. I am hardworking and am trained with all the health and safety regulations for the job. I have always arrived on-time and am well presented. 

Please find enclosed details of by working history and education in my CV and two references from previous employers.    

Yours faithfully,

D. Marshall
Mrs. Marshall

CV for Mrs. D Marshall
Name: 
Mrs D. Marshall

Address:
 6 Heaton Close

Manchester

M16 HFG

Telephone number: 0161 789 1234
Email: d.marshall@coldmail.co.uk
Qualifications:

GCSE’s

Grade

Achieved
English
C

Aug 2004
Maths

D

Aug 2004

Science
D

Aug 2004

ICT

C

Aug 2004

NVQ Level One in Health and Safety in the workplace, Achieved in July 2005

Work Experience:

Sept 2004-July 2006

Working as a Sales Advisor for Fruit and Veg shop. I was involved in keeping stock maintained and ordering new stock. My main responsibilities was a as a cashier and on the till.
July 2006-Present

Working as a cleaner for Cleaning Solutions. Main duties include, cleaning offices in Manchester and occasionally cleaning private homes. Can use all major cleaning bands and can risk assess chemicals for use in cleaning. 

References

Mr. J. Ramond

Fruit and Veg R Us

Carrot Lane

Manchester

M14 6QE

Mrs. C. Devonshire

Cleaning Solutions

Clean Road

Manchester

M17 HYT
