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321 Long Road











Oxford










Tel. 564-895-324










27th April 2013

Central Office

365 Royal Avenue

Oxford
WI35H6

Dear Sir or Madam,

_______________________ the post as a guide in your town, which I __________________ in „Oxford’s News“ magazine.
I __________________ an excellent candidate for this position as I am a hard-working, open-minded, communicative and responsible person.

I have gained _____________________ of dealing with the customers at my mother’s hotel as I helped her all the time. I have been learning English quite extensively for six years and I__________________________. I like traveling and I am interested in history and culture of other people. I ______________________experience working as a guide but ____________

________________ as I am highly motivated.
You can find more information about my education and previous work experience in______, which _____________________to this letter.

________________________ if you could inform me what working hours are.

Please let me know if you need any additional information, or have any questions regarding my application, I would be happy to discuss it in person.  

If my application is successful _____________________ to start work on 1st June.

I look forward ________________________soon. 

Yours faithfully,

Helen White

Helen White

___________________________________________________________________________
Fill in the gaps in the letter with the phrases (a-l).
a) to hearing from you
b) I am writing to apply for
c) I am willing to learn
d) I will be available
e) found advertised
f) I have enclosed
g) consider myself
h) my CV
i) valuable experience
j) I would be very grateful
k) speak English fluently
l) do not have much

Klíč k řešení
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27th April 2013

Central Office

365 Royal Avenue

Oxford

WI35H6

Dear Sir or Madam,

I am writing to apply for the post as a guide in your town, which I found advertised in „Oxford’s News“magazine.

I consider myself an excellent candidate for this position as I am a hard-working, open-minded, communicative and responsible person.

I have gained valuable experience of dealing with the customers at my mother’s hotel as I helped her all the time. I have been learning English quite extensively for six years and I speak English fluently. I like traveling and I am interested in history and culture of other people. I do not have much experience working as a guide but I am willing to learn as I am highly motivated.

You can find more information about my education and previous work experience in my CV, which I have enclosed to this letter.

I would be very grateful if you could inform me what working hours are.

Please let me know if you need any additional information, or have any questions regarding my application, I would be happy to discuss it in person.  

If my application is successful I will be available to start work on 1st June.

I look forward to hearing from you soon. 

Yours faithfully,

Helen White

Helen White

,,Autorem materiálu a všech jeho částí, není-li uvedeno jinak, je Mgr. N. Kolomiyets. 
Dostupné z Metodického portálu www.rvp.cz ; ISSN 1802-4785. 
Provozuje Národní ústav pro vzdělávání, školské poradenské zařízení a zařízení pro další vzdělávání pedagogických pracovníků (NÚV).”

