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a. Have you (or a friend) ever applied for the job?

b. What did you (or your friend) do to apply for a job?

c. f you have done it, what kind of documents did you or your friend bring?

d. What do you think an application letter is? What information should it have?

a. Yours faithfully, ...

b. Be in touch...

c.  have recently completed...

d.  look forward to hearing from you.

e. Just a quick note to ...

f. Hello

g.  am writing to request....

h. ’m really grateful for...

Application letter and ResumeLesson 4

Before reading
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What kind of skills did the applicants need to get their jobs?

Pame Fernández
Rectángulo

Pame Fernández
Texto tecleado
Si tienes tu libro realiza las actividades en el, de lo contrario realiza las actividades en tu cuaderno. Guíate por este documento, ya que aquí se indica lo que debes hacer. 

Pame Fernández
Texto tecleado
Fecha guía 08-06 al 19-06

Pame Fernández
Texto tecleado
Responde en tu cuaderno.

Pame Fernández
Texto tecleado
Lee las siguientes expresiones y decide si son formales o informales.

Pame Fernández
Texto tecleado
Observa las imágenes y reflexiona con la siguiente pregunta.

Pame Fernández
Texto tecleado
Que tipo de habilidades necesitaban los postulantes para obtener su trabajo?

Pame Fernández
Texto tecleado
Muy atentamente

Pame Fernández
Texto tecleado
Estar en contacto

Pame Fernández
Texto tecleado
He realizado 
recientemente

Pame Fernández
Texto tecleado
Espero tener noticias tuyas pronto 

Pame Fernández
Texto tecleado
Sólo una nota rápida

Pame Fernández
Texto tecleado
Hola

Pame Fernández
Texto tecleado
Escribo para solicitar

Pame Fernández
Texto tecleado
Estoy muy agradecido/a por
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a. Tips for Writing a Job Application Lettera. Tips for Writing a Job Application Lettera. Tips for Writing a Job Application Letter

b. How to Get Startedb. How to Get Startedb. How to Get Started

c. Writing Guidelines for Job Application Lettersc. Writing Guidelines for Job Application Lettersc. Writing Guidelines for Job Application Letters

How to write a job 

application letter

While reading

 Strategy in mind 
 Making predictions.
 dentifying speci� c information.

 Key words 
 accomplishments
 groundwork
 length
 font
 heading
 complimentary close

 Smart reading 

a. Were your assumptions 
about writing an application 
letter correct? f not, how 
do they differ from your 
assumptions?

b. How do you think 
application letters (or 
emails) differ from an 
informal letter (or email)?

UN T 1   LESSON 4

1. 

Pame Fernández
Texto tecleado
Responde estas preguntas es 
tu cuaderno

Pame Fernández
Texto tecleado
Logro


Pame Fernández
Texto tecleado
Trabajo preliminar

Pame Fernández
Texto tecleado
Longitud

Pame Fernández
Texto tecleado
Tipo de letra (fuente)

Pame Fernández
Texto tecleado
Encabezado

Pame Fernández
Texto tecleado
Despedida

Pame Fernández
Línea
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d. What to Include in Each Section of the Letterd. What to Include in Each Section of the Letterd. What to Include in Each Section of the Letter

e. Tips for Writing an Effective Lettere. Tips for Writing an Effective Lettere. Tips for Writing an Effective Letter

Taken and adapted from: How to Write a Job Application Letter https://www.thebalancecareers.com/

 Your analysis 

letter.
b. format of the application 

letter.
c. margins of the application 

letter.
d. size and type of font.

2 . 

must be highlighted in an 
application letter?

b. What other documents 
should be attached to the 
application letter?

c. What should be the tone of 
the complimentary close? 

d. When are you ready to write 
your application letter?

UN T 1   LESSON 4

1. 

 
a. length of the application 

a. What kind of information 

Pame Fernández
Texto tecleado
Busca la siguiente información en el texto informativo y escribela en tu cuaderno. 

Pame Fernández
Texto tecleado
Responde según el texto.


