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TIPS ON WRITING LETTERS

1. Your letter should be typed on the 
computer.

2. Use white paper. Do not use colored paper 
or letterhead stationery. Use a business size 
envelope and fold your letter correctly.

3. Be neat and accurate. Check for misspelled 
words and use proper grammar.

4. Keep a copy for yourself.  
(Save a digital copy, if possible, for ease of 
revision.)

5. Write to a specific person if possible.
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6. Use personal pronouns such as “I,” “me,” 
and “my” as little as possible.

7. Keep statements positive, yet not boastful. 
Be modest, yet self-confident. Include 
things that will encourage the employer 
to hire you.

8. Seek advice from others. Ask a teacher, 
counselor, other worker, or friend to read 
the letter and give you advice on how it 
may be improved.

9. Use wording similar to the position 
description.
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SAMPLE LETTER OF APPLICATION
(Date)

 
Jane Smith 
Western Management Resources 
813 Wall Street 
Manhattan, KS 66502-0000

Dear Ms. Smith,

I read about the job opening for a shift manager in the Manhattan Times and 
I am interested in the position.

My skills include working with people and with equipment used for 
manufacturing auto parts. I have had experience working in a factory similar 
to yours as a line worker. During the past four years I have been required 
to pass standard quality control checks and have often assisted with the 
evaluation of five other workers.

Please refer to the enclosed resume for more details about my skills and work 
experiences. Three references are also included in the resume. This position 
interests me and I feel that I have the necessary qualifications. I am a capable 
and responsible employee and would like to work for Western Management 
Resources as a shift manager. I am interested in an interview and look forward 
to hearing from you next week.

Sincerely,

Joshua Worker
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77


	Essential Living Skills: Job-Ready Skills
	Contents
	Goals
	Activity 1-0:  Get Acquainted Activity
	Purpose of Goals
	Examples of goals (Immediate Goals)
	Examples of Goals (Short-term Goals)
	Examples of goals (Long-term Goals)
	Activity 1-1: Setting Goals

	Life Experiences
	Activity 1-2: Life Experiences

	Life Cycle
	Activity 1-3: My Stage in the Life cycle

	Why Do I Need A Job?
	Activity 1-4: Why Do People Work?

	Difference in Jobs
	Job Interests
	Activity 1-5: What Do I LIke to Do?
	Activity 1-6: A Checklist of Interests

	How Do I View Myself?
	Activity 1-7: How Do I View Myself?

	My Job Skills
	Activity 1-8: My Skills

	Skills Employers Value
	Activity 1-9: Job Skills

	Reasoning Skills
	Activity 1-10: Reasoning Skills

	Math Skills
	Activity 1-11: Math Skills

	Language Skills
	Activity 1-12: Language Skills

	Do I need More Training?
	Activity 1-13: Job training

	My Dream Job
	Activity 1-14: Creating My Dream Job!

	My Job Plan
	Activity 1-15: My Job Plan
	Activity 1-16: A Reality Check

	Overview
	Preparing a ResumÉ
	A ResumÉ Often Includes
	Activity 2-1:  My ResumÉ
	Activity 2-2:  My Information Sheet
	Activity 2-3:  My References
	ResumÉ Suggestions

	Handout:  The ResumÉ
	Sample Internet ResumÉ
	Sample ResumÉS
	Filling Out a Job Application
	Activity 2-4:  A Job Application Form

	Handout:  Sample Application for Employment
	Handout:  The Application
	Tips on Writing Letters
	Sample Letter of Application
	Activity 2-5:  Writing a Letter of Application

	Going to an Interview
	Activity 2-6:  Interview Questions
	Common Reasons Why People Do Not Get a Job
	Activity 2-7:  The Job I Want
	Activity 2-8:  Learning More About Jobs
	Activity 2-9:  Shadowing on the Job

	Handout:  The Interview
	How to Look for a Job
	Activity 2-10:  Finding a Job
	Activity 2-11:  My "to DO" List for Finding a Job
	Activity 2-12:  Looking for Jobs in the Newspaper
	Activity 2-13:  "surfing" for Jobs on the Web
	Activity 2-14:  Looking for Job Openings
	Activity 2-15:  Making a Job Search Notebook

	Overview
	Activity 3-1:  Self Check:  Keeping a Job

	Work Habits
	Activity 3-2:  Work Habits to Keep
	Activity 3-3:  Work Habits to Change
	Activity 3-4:  Work habits to Achieve
	Activity 3-5:  Postive Self Talk
	Activity 3-6:  Getting the Task/Job Done
	Activity 3-7:  Am I Self-Motivated?

	Transportation
	Activity 3-8:  What Are My Options for Getting to Work?

	Appropriate Dress and Grooming
	Activity 3-9:  Apporpriate Dress and Grooming

	Taking Care of Myself
	Activity 3-10:  Work at Staying Healthy
	Activity 3-11:  Managing My Sleep
	Activity 3-12:  Am I eating Healthy?
	Activity 3-13:  My Daily Exercise Routine

	Being at Work Each Day
	Activity 3-14:  Being at Work Each Day

	If I or a Family Member Gets Sick
	Balancing Work and Personal life
	Activity 3-15:  Nurturing My Relationships
	Activity 3-16:  Am I Treating Children Like Adults?

	Child Care Issues
	Activity 3-17:  Child Care Plans

	Time Management: Self=Management
	Activity 3-18:  Self-Management
	Activity 3-19:  Housekeeping Tasks to Save Time
	Activity 3-20:  Planning for Easy Meals

	Other Considerations When
Keeping A Job
	Overview
	Time Management: Self-Management
	Activity 4-1:  Problem Solving
	Activity 4-2:  A Self-check: Am i Contributing to the Problem?

	Interpersonal SKills
	Activity 4-3:  Qualities of a Good Friend
	Activity 4-4:  Qualities of a Good Co-Worker
	Activity 4-5:  Qualities of a Good Listener
	Activity 4-6:  Good Listening Takes Practice
	Activity 4-7:  Sharing My Feelings
	Activity 4-8:  Helping Others with Problems at Work
	Activity 4-9:  Other Skills to PRvent or Avoid Conflict
	Activity 4-10:  If I need More Training for my Job

	Essential Living SKills:  Job-Ready Skills Evaluation
	Essential Living Skills Participant Form
	News Article for Publicity
	Getting Fired:  Is There a "right" Way?
	Quitting a Job:  Is There a "right" Way?
	Pre-screening Notice and Certification Request Form
	Kansas Job Service Centers
	Adult Education Centers – GED
	Kansas Legal Services
	Kansas Human Rights Commission
	Kansas Labor Information Center
	Laws Enforced by the Equal Employment Opportunity Commission
	Additional Resources 
	Section 1 – Job Interest and Skills
	Section 2 – Finding a Job
	Section 3 – Keeping a JOb
	Section 4 – Problem Solving at Work
	Appendix – Basic Job-Ready Skills



