
Erasmus+ workshop                                                  

C1: Meeting in Italy                                                                        

Topic: “Finding work in the EU – how to apply for a job”  

How to write a letter of application  

1) The following text is a letter of application, in which some important phrases are missing. Make up your 

mind about them and fill in the gaps.  

 

Webb-Miller Architects       Nina Schmidt 

12-14 Rutland Way       Beethovenstr. 27 

Peterborough PE1 5JN       22767 Hamburg 

UK         Germany  

 

         19th April 2018 

 

______________________ for a work experience placement in summer 2011 
 

____________ Mr Webb 

 

I am writing to ___________ for a work experience placement in your _______________ this summer. Your 

_____________ was given to me by friends in Peterborough.  

 

When I ___________ school in June, I plan to ___________ architecture at ______________ .  

As you will see from the ___________________  CV, I spent a _____________ last summer with a firm of 

architects in Hamburg, so I already have some _____________________ of the job. Having _____________ 

English at school for over five years and French as a second ______________ language for another 2 years, I 

would have no language _______________ .  

 

I ___________ very much that you are able to ____________ me a ____________________ .  

I would work ___________ for your firm and make myself as ________________ as _________________ .  

_______________________ for reading this application. I look ________________ to hearing from you.  

 

_______________________________ ,  

 

Nina Schmidt  

 

Encl. CV  

 

2) Compare and discuss your results with your neighbour.  

3) Now take one solution worksheet for your group and compare & discuss your results within your group.  

Your turn:  

4) Imagine you want to go abroad and work there as well. Think about what kind of work you would be 

interested in. Choose one of the different international job ads and write your own letter of application in 

English.  

5) Afterwards, do a peer correction and exchange your application with a partner.  

 

Source for this material: Green Line 5 für Klasse 9 an Gymnasien, hrsg. von Harald Weishaar, Ernst Klett Verlag GmbH, Stuttgart 2009, p. 33.  


