Intermediate 2

A guide to external writing

Job application

· 40 minutes

· Use of dictionary permitted

· 120-150 words

· 20 marks
You will be given an advert for a job which you must apply for.  You are provided with how to start and finish the letter.  There are various bullet points which must be addressed.  The first 5 are compulsory; the following two are optional.  These bullet points will remain the same on all exam papers but the contents of the job and advert will change.


You will be provided with how to start the letter, which is as follows:


TIPS:

· Remember to choose one title depending on what is given in the advert provided.  Do not use the person’s name, just their title.

· If there is no actual type of job you could just write “le poste dans votre restaurant/bureau/établissement”

· If the word following ‘de’ starts with a vowel remember to change it to d’   - e.g. ‘pour le poste d’animateur/animatrice

You are then expected to apply for the job covering the necessary points.  The first 5 COMPULSORY bullet points are as follows:

· Name, age, where you live
· Leisure interests
· School/college career – subjects studied/studying now
· Reasons for job application
· Request for information about the job
You must address all the points FULLY. If not, marks will be deducted – 2 marks deducted for each point omitted/3 or more bullet points missing = 0 marks. As you are writing the application tick off each bullet point as you write, so as to be sure you have covered everything!

The following 2 bullet points are optional.  You could also include the following information:

· Any previous links with France or a French-speaking country

· Work experience, if any

However, it is advisable to address these points in order to gain extra marks!
TIPS FOR EACH BULLET POINT

(1)  Name, age, where you live

This section can be prepared and learnt off by heart to ensure accuracy in the exam.  The details you are giving will not change.

· When giving age say what age you are going to be soon (j’aurai 16 ans en novembre)

· Give extra detail about where you live i.e. small village, north of Scotland, opinion (e.g. J’aime habiter en Ecosse mais j’aimerais habiter en France).  This will tie in nicely with the advert!

· Unit 5 in the textbook/vocabulary list gives details on home area/where you live

2) Leisure Interests

This section can also be prepared in advance to a certain extent, although it is better to provide interests which are relevant to the job in question.

· Unit 3 in the textbook covers interests and there should be relevant vocabulary in your vocabulary list, as well as useful phrases at the end of this guide

· You should have notes in your jotter from S3 to help you

(3) School/college career – subjects studied/studying now

This section can also be prepared to a certain extent but again try to make the subjects you write about relevant to the job in question.

· Unit 1 in the textbook covers school and future plans, so use this as well as your vocabulary lists for useful phrases.  

· You should have notes in your jotter from S3 regarding school etc

· It might be useful to mention that you study French but want to learn to speak fluently or want to improve your French

(4) Reasons for application

· You must make sure your reasons are relevant to the job in question, but you could learn some general phrases too.  A list of these can be found at the end of this booklet in the useful vocabulary and phrases section.  

· Module 4 will help you with this bullet point

· Mentioning studying French at school in the previous section and wanting to improve your French would be one reason for applying.

· In this section you might also want to say why you are suitable for the job – your characteristics/personality – “Je suis travailleur/euse et sérieux/euse”.

· Be clear about your reasons for applying and introduce them well:  “Je voudrais ce poste parce que…”

· P30 of your workbook has useful phrases for this section

(5) Request for information about the job

You must be careful, when covering this section, that you look very carefully at the details already given in the advert, and therefore do not request information already provided.  Some sentences can be learned in advance.  A list of possible question can be found in the useful phrases/vocabulary section at the end of this guide.  It is not enough just to ask them to send you information – you must ask more specific questions too.  We recommend that you ask at least 3-4 questions.

The following information will help you with the optional bullet points, where you can write about any links with France or any work experience.

These bullet points are optional but it is advisable to address them to get a better mark.  Try to use different tenses too as, if done with accuracy, this can increase your overall mark.

Links with France/French speaking country

· If you have been on a school exchange or trip to France or a French speaking country you could mention this  (GOOD WAY TO USE THE PERFECT AND THE IMPERFECT)

· If you have been on holiday to France you could mention this

· It does not have to be long – simply mention you have been to France, where and what you thought, perhaps that you are keen to return

Work experience

· If you have done any work experience or had a part-time job you could write a sentence or two about it in this section

· We have done some pieces of writing about jobs and much of the vocabulary in Unit 4 will help you, as will your vocabulary lists

· You may want to say what the job was, the hours you worked, what you had to do and what you enjoyed about it

· Various sentences and phrases from pages 28/29 in the workbook will also help with this section.

You will also be provided with how to finish your letter/job application:


TIPS

· Again remember to choose either -  Monsieur/Madame/Messieurs depending on what is given in the advert.

· Before finishing you could write: “Veuillez trouver ci-joint mon CV.” (Please find enclosed my CV.)

GENERAL ADVICE

· A variety of tense will get you a better mark

· Address the optional bullet points as this will give you the chance to use the perfect and imperfect tenses

· Learn thoroughly all the phrases you can prepare in advance i.e. details about name, age, where you live, leisure interests and school etc

· Try to make information you are giving relevant to the job you are applying for i.e. leisure interests could be outdoor activities if the summer job is outdoors or school subjects could be languages and you want to spend the summer abroad to improve your language skills

· It is essential you get verbs and tenses correct

· Try to include a variety of vocabulary and phrases – easy to prepare for leisure and where you live

· Be clear about giving your reasons for applying for the job e.g. Je voudrais ce poste parce que…/J’aimerais cet emploi car…/Je m’intéresse à…(Workbook p30)

· Leave time to check your work - 

check accents/spelling/agreements/gender

· Check the start and the end of your letter with what is provided on the question paper

USEFUL VOCABULARY AND PHRASES

(Name, Age, Where you live)

J’aurai 16 ans en décembre
-
I will be 16 in December

J’aime bien habiter en Écosse mais j’aimerais bien vivre ailleurs

I like living in Scotland but would like to experience life elsewhere

(Leisure Interests)
Je m’intéresse à…


- 
I am interested in…

Pendant mon temps libre

-
In/During my spare time

Pendant mes heures libres
-
In/During my spare time

Ma passion, c’est…


-
My passion is…

Je fais partie de


-
I am part of/belong to a...

Ça me passionne beaucoup!
-
That interests me a lot!

Je passe beaucoup de temps à 
-
I spend lots of time + vb

En plein air



-
In the open air/outdoors

Çela me tient en forme  

-
It keeps me fit

(School subjects etc)





Mon lycée s’appelle…

- 
My school is called

J’apprends…depuis…

-
I have been learning…since..

J’étudie…



-
I study

Mes matières préférées sont…
-
My favourite subjects are..

Je suis fort(e) en…


-
I am good at…

Je trouve…



-
I think…

La matière/les matières qui m’intéresse/intéressent le plus est/sont…


-
The subject(s) which interest(s) me the most is/are

Je suis des cours de…

-
I take classes in…

(Reasons for application)

Parler couramment


-
To speak fluently

Améliorer mon français

-
To improve my French

Perfectionner mon français
-
To perfect my French

Je voudrais améliorer mon français -
I want to improve my French

Je voudrais rencontrer de nouveaux amis – I want to meet new friends

Si vous acceptez ma demande vous me trouverez travailleur/euse – If you accept my application you will find me hardworking 

Je suis travailleur/euse

- 
I am hardworking

Je suis très intéressé(e) par le poste – I am very interested by the position/job

J’adore de nouveaux défis
-
I love new challenges

J’adore travailler avec les gens/les enfants/les jeunes/en plein air etc..

I love working with people/children/young people/outside

Je travaille très bien en équipe – 
I work well in a team

Je m’entends bien avec…

-
I get on well with…

Je voudrais apprendre plus au sujet de la culture française – I would like to learn more about French culture

J’aimerais élargir mes horizons -
I would like to broaden my horizons

J’aime apprendre de nouvelles choses – I like to learn new things

J’ai un bon sens de l’humour

I have a good sense of humour

(Request for information)
Je voudrais poser une ou deux/quelques questions sur le poste.

I would like to ask one or two/some questions about the job.

Pouvez-vous me donner des renseignements sur ce poste/travail/emploi?



m’envoyer

Could you give/send me some information about this position/job?

Combien d’heures est-ce qu’il faut travailler?


How many hours must you work?

Combien de jours par semaine est-ce qu’il faut que je travaille/fasse?

How many days a week must I work/do?

Est-ce qu’il faut travailler le soir/le week-end?

Do I have to work evenings/weekends?

Combien est-ce que je gagnerai?

How much will I earn?

Je voudrais bien savoir le salaire pour cet emploi/ce poste.

I would like to know the salary for this position.

Quand est-ce que je toucherais mon salaire? Chaque semaine ou chaque mois?

When would I get paid?  Weekly or monthly?

Est-ce qu’il faut porter un uniforme?

Do I have to wear a uniform?

Quand est-ce que je commencerai(s) le travail?

When will/would I start the job?

Quand pourrais-je commencer?

When could I start?

Je suis disponible à partir de…

I am available from…

Quels seraient mes horaires?

What would my hours be?

Est-ce que j’aurai un jour de congé en semaine?

Will I have a day of during the week?

Est-ce que je serais nourri(e) et logé(e)?

Would there be food and accommodation provided?

Qu’est-ce qu’on peut faire à…?

What is there to do in…?

Quel temps fera-t-il au mois de…?

What will the weather be like in…?

Est-ce que votre établissement est grand

Is your establishment big?  
(Link with France etc)

un échange scolaire

-
a school trip

l’année dernière


- 
last year

C’était une très bonne expérience –
It was a very good experience

J’ai passé beaucoup de bons moments en France – I have spent lots of good times in France

Une expérience inoubliable 
-
An unforgettable experience



(Work experience)

J’ai fait un stage dans un/une..

- 
I did work experience in a…

Je m’entendais bien avec mes collègues et mon patron – I got on well with my colleagues and my boss

Les pourboires sont/étaient bons
-
the tips are/were good

J’ai eu beaucoup de responsabilité
-
I had lots of responsibility


Madame/Monsieur/Messieurs,





Suite à votre annonce, je me permets de poser ma candidature pour le poste de/d’…





En espérant que ma demande retiendra votre attention, je vous prie d’accepter, Monsieur/Madame/Messieurs, l’expression de mes sentiments distingués.








