


IN JOB APPLICATION : A _ —
w jC _B .' Let’s:. look 7/ Oh there are

Yes... we for jobs. many offers!
really do. =

We need

to send an




2 THE WRONG EMAIL &

To: hr@u::{:mpan_'.r._cum

Subject: Jop

Perfect!
They will answer

for sure.

To: hr@com pany.com

Subject: | want this job

| want this job,
Reply fast




k &

/ Why didn't
\ they answer?

Let’s check how

to write a proper
business email.

Maybe our
email was
wrong...

HOW TO WRITE A GOOD EMAIL

@ Start with a greeting
(“Dear Sir or Madam” / “Dear Mr./Ms.")

(¥ Be clear and specific

() Use polite language
(please, could you...)

@ Have correct grammar

& Include a closing
(Kind regards, Best regards)




4. THE CORRECT EMAIL

hr@company.com

& el A-}-"c' }Cateon for Marketing ASE\IS[&]”‘ Position

Dear Sir or Madam,
| am writing 10 apply for the Marketing Assestant
pOdon &1 YOUr COMpDany
| am very interested in this opportunity and beheve
my skills and experience match your requirements
Please find my CV attached for your consideration.
hank w -
Thank you for your time and consideration.
Kind regards,

Kate

!_l;'"l Cv -F:ﬂ‘h'E'.pd‘f

Perfect! v i ; . =3 & Now we j-U‘St
It has everything 9 Bl have to wait for
they're looking for! : a good reply!




The problem was

New message just one email.

From: hr@company.com
Subject: Interview Invitation
Dear Kate,

Thank you for your application.
We are happy to invite you
for an interview!

Looking forward to talking with you.

Best regards,
HR Team

A good email
can change everything!
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