Handout Unit Y For A Better Community

WRITING

Read an application (etter for a volunteer position. Match the
paragraphs with their aims.

I87 Giang Vo Street
Dong Da, Ha Noi
| January 20__

Heart to Heart

Charitable Organisation
|00 Ha Thanh Street, Ha Noi

Dear Sir or Madam,
Paragraph I:

I am writing to apply for a volunteer position at the local centre for community

development. I heard about this opportunity in a public announcement last Monday.
Paragraph 2:

I am interested in your community development projects because I redlly care about
the life of people in the community and want to offer my services to you. Currently, all
my Sunday afternoons are free, and I will be able to help at the centre if I am chosen.
Paragraph 3:

I have dlready filled in the online application form and sent it in as requested. I am
available for an interview on any weekday after Y30 pm. or at weekends. If my
application is successful I can start immediately.
I look forward to hearing from you.

Yours faithfully,

Nguyen Ha Vi

A. Saying why you want to do the job

B. Saying when you are available for
an interview and can start work

C. Mentioning the job you are applying
for and where you got the information
from
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Read the job advert and answer the question below.

/- VOLUNTEERS
“: L= 20200 |1 what qualities are needed

for the job?

Complete the application (etter for the job in 2. You can use the
ideas in 1.

1 January 20
Heart to Heart
Charitable Organisation
100 Ho Thanh Street, Ho. Noi

Dear Sir or Madam,

I am writing to apply for a volunteer position ........

Iaminterested in......ccccoeeeeiiiiinnnnn.

I am available for an interview................ If my application is successful,
I canstart..............

I look forward to hearing from you.

Yours faithfully,



New words

1.be available for /bi:zverlabl 2/ o
{v.phr): cé san
Tell me when you are available for an interview and can start work.
(H3y bao voi t6i khi ban san sang dé phong van va cé thé bat diu

-
cOng wiéc.)
CONg 'E'

public announcement /pablik a
nasnsmant/ wf

{n.phr): théng bao céng khai

| heard about this oppeortunity in a

public announcement |ast Monday. ‘
(Tdi da nghe noi vé cor hdi nay trong mot

<
2.thdng bdo cdng khai vao thor Hai tudn —-‘

triroc.)

3.be interested in something /bi intrastad 1n/
{v.phr): quan tam
| am interested in your community development projects because |
really care about the life of people in the community and want to
offer my services to you.
(TOi quan tam dén cdc duw an phat trién céng ddng cua ban vi t6i thuc
sy quan tam dén cudc séng cua moi ngudi trong céng dong va muén

ung cap dich vu cua téi cho ban.)

d.request /rikwest/ o
(v): yéu cau
| have already filled in the online application form and sent it in as
requested.
(Tdi d3 dién vao mau don dang ky truc tuyén va gui né theo yéu
cau.)

>.look forward to doing something /luk fowad tu:du()in sambBin/
of
(v.phr): mong mudn lam gi do
| look forward to hearing from you.
(Tdi mong mudn duoc nghe tir ban.)




