Job Applications

Look at the jumbled letter of application. Put the paragraphs in the correct order by matching each paragraph with a heading from the table below. Then order the sentences correctly within each paragraph and identify which is the topic sentence in each paragraph. Complete the table with your answers. The first paragraph has been done for you.
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12 Priority Road
Scarborough
North Yorkshire

19th November 2010
The Personal Officer
Angus Hotel Group
75-81 Sauchiehall St
Glasgow

Dear Sir or Madam,

A	(a) For the last five years I have been deputy manager at the Scarborough Fiesta.
	(b) I have considerable experience in hotel management.
	(c)  In previous posts I have worked in a wide variety of areas including 		housekeeping, reception, personnel and restaurant.

B	(d) As you will see from my CV I have the qualifications, experience and language  	proficiency you require.
	(e) I would like to apply for the post of Hotel Manager at the Glasgo Angus as 	advertised in this month’s issue of the ‘Caterer’

C	(f) I feel this would be useful in a large international hotel which deals with clients from 	all over the world.
	(g) The first, French, I speak fluently having lived in France for three years.
	(h) I also speak good Spanish and some Italian.
	(i) I speak three foreign languages well.

D	(j) There are a number of reasons for my applying for this point.
	(k) Furthermore, I would like to work in a larger hotel with a more varied and 	international clientele.
	(l) And finally I would also like to live and work in Glasgow – the city where I was 	brought up as a child and where most of my family and friends still live.
	(m) First, having worked as a deputy manager for several years, I now feel ready to take 	on the challenge and responsibility of being a manager.

E	(n) These included ones on health and hygiene, fire prevention, and interviewing 	skills and techniques.
	(o) I have both an external qualification as well as internal certificates from Fiesta Hotels.
	(p) In addition to that, I have attended a number of training courses run by Fiesta Hotels.
	(q) Initially I obtained a diploma from the Hotel and Catering Institute of Management 	Association

I look forward to hearing from you.

Yours faithfully,

J.D.Fergusson
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