Specific vocabulary for letters of application
Fill in the following using only one word in each gap.
1. I am writing …    the ….           of manager advertised in the local paper.

2. I consider …                   to be hard-working.

3. I will be …                  for an interview …     your earliest …     

4. I look forward …     hearing …    you.

5. I …                   references from my last …    

6. With …                  to your advertisement, I am …                  in …                          to express my interest in  the …     of supervisor.
7. I would be grateful if you would …                my application.

8. I have a BA degree …                 by Bucharest university.

9. I …                      my education at a local college.

10. I am writing to …                whether there are still places available at your summer course.

11. I can be …             at the following address:

12. I look forward to …                a reply in ..                 course.

13. I feel I would be well-…                 for the position.

14. For the past year I have been…

for a local company.
15. Recently I have been…

by a respected accountance office.

16. I am presently…

a course in first aid.

17. My…
include A-level exams and a course in time management.

18. At my previous work place I…

the position of bursar. 
19. I successfully…

a course in mental hygiene. 
20. I have…

training in technical drawing. 
21. I would be happy to…

you with further information, should it be necessary.
22. I…

a degree in civil engineering.
23. I am…
to take my final examinations at the end of this academic year.
24.  Please find…

documents of my most recent qualifications.
25. I worked for a consultancy company for two years during which time I…
the position of/ was…
for/ my…
included (etc).
26. Do not hesitate to contact me regarding any…

you might have.
27. I would like to apply for…

to the yoga course you are willing to organise.
28. I have enclosed details of my qualifications to… 
29. I trust you will consider me for…

into the team of specialists at your company.
30. I hope to…
from you in due course.

Key

1. regarding, position
2. myself
3. available, at, convenience
4.to, from
5. enclose/attach, employer
6. regard, writing,order, post
7. consider
8. awarded
9. completed
10. enquire
11. reached
12. receiving, due
13. suited
14.working
15. emloyed
16. attending
17. qualifications
18. held
19. completed
20. received
21. supply
22. hold
23. due
24. enclosed
25. held, responsible, duties

26. querries
27. admission
28. date
29. entry
30. hear

