Unit 5 Writing practice

Improve your writing

Formal language

1
Put the words in the correct order to make formal sentences and requests.

1
got / any vacancies / you / could / whether / have / you / me / tell / Please / ?


________________________________________________

2
grateful / you / if / send / could / I / could / me / 
be / the details


________________________________________________

3
would / like / about / I / to enquire / job opportunities


________________________________________________

4
the position / interested / I / for / in / applying / am


________________________________________________

5
an interview / possible / it / be / Would / to arrange / ?


________________________________________________

6
forward / I / to hearing / look / you / from


________________________________________________

2
Rewrite the sentences in a more formal way. Use the words in brackets.

	Dear Mr Brent,

I want to ask about doing work experience at your company. (like / enquire)

I would like to enquire about doing work experience at your company.

1
Shadowing a lawyer for a day would be fun. (interested)


________________________________________

2
Please tell me more about the scheme. (could / ?)


________________________________________

3
Will you send me the application form? (grateful)


________________________________________

4
I’d also like to know if I can visit the offices one day. (possible / ?)


________________________________________

5
Write soon. (look forward)


________________________________________

Yours sincerely,

Daniel Saunders



Focus on the text

3
Read the email and match paragraphs A–C with 1–3.

1
A description of Jessica’s skills

______

2
The reason why Jessica is writing
______

3
What information Jessica wants

______

	Dear Sir or (1) ________________,

A
I am writing to enquire (2) ________________ the work opportunities at your holiday centres, which I read about in last Sunday’s newspaper (The Observer).

B
I am (3) ________________ in this opportunity because I will have finished school at the start of this summer and 
(4) ________________ like to gain some work experience before I go to university. I speak Spanish and French, and I play the guitar. I am also a keen surfer.

C
I would be (5) ________________ if you could send me more information. (6) ________________ you also tell me whether you have any camps in France? I will be on holiday there at the start of the summer and wondered whether it would be (7) ________________ to get a placement in southern France.

I look (8) ________________ to (9) ________________ from you.

Yours (10) ________________,

Jessica Langton


4
Complete the email with the correct words and phrases.
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