Unit 12








                      Writing Worksheet


COVER LETTER
Before You Write

Read the cover letter for a job application. Number the topics in the order 
they appear.

□ request for an interview

□ job he’s applying for

□ relevant experience

Your First Draft

A  Imagine you are applying for your ideal job. Make notes about your 
relevant experience.
B  Write a cover letter. Use your notes and Raúl’s letter as a model.

C  PAIR WORK  Read your partner’s letter. Write answers to these questions.
1. What do you like about the letter?
2. What information is unclear?
3. What else do you want to know?
Your Second Draft

Use your partner’s answers to revise your letter.
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