
UD1: Looking for a job
Cover letter, CV, and job interview



Cover Letter
❑What is a cover letter?



Cover Letter
❑What is a cover letter?

A formal business letter sent together with your CV Carta de presentación

• Objective Introduce yourself as the best candidate for a specific job

• Complements the CV Motivation, skills and fit for the role





Cover Letter
❑Goal

Convince the recruiter to invite you for an interview. Show:

• Who you are quick background

• Why you are applying motivation

• What you can offer skills + experience

• Why this company tailored interest



Cover Letter
❑Characteristics

• 1 page (3-4 short paragraphs)

• Structured + visually clear

• Personalized

• Why this company

https://www.umb.edu

• Carefully selected language*

https://www.umb.edu/
https://www.umb.edu/


Cover Letter
❑Characteristics

Carefully selected language*
I am writing to apply for the job because I think I would be good at it.
(Escribo para solicitar el trabajo porque creo que sería bueno en él.)

I really need this job and I promise I will work hard if you hire me.
(Realmente necesito este trabajo y prometo que trabajaré duro si me contratan.)

I am a responsible person. I am a hard worker. I am also a good team player.
(Soy una persona responsable. Soy un trabajador duro. También soy buen compañero.)

I am the best candidate for this job and nobody could do it better than me.
(Soy el mejor candidato para este trabajo y nadie pordría hacerlo major que yo.)

Activity:
These 4 sentences contain some mistakes
related to the language of cover letters.
1) Identify the mistakes
2) Try to correct them



Cover Letter

Too vagueI am writing to apply for the job because I think I would be good at it.
(Escribo para solicitar el trabajo porque creo que sería bueno en él.)

Activity:
These 4 sentences contain some mistakes
related to the language of cover letters.
1) Identify the mistakes
2) Try to correct them

I am writing to apply for the Marketing Assistant position at your company, as I 
am eager to contribute with my skills in digital communication and teamwork 
to your growing team. 

(Escribo para solicitar el puesto de Asistente de Marketing en su empresa, ya que deseo aportar
mis habilidades en comunicación digital y trabajo en equipo a su equipo en crecimiento”

❑Characteristics
Carefully selected language*



Cover Letter

Repetitive structure

Activity:
These 4 sentences contain some mistakes
related to the language of cover letters.
1) Identify the mistakes
2) Try to correct them

I am a responsible and hardworking professional with strong teamwork skills, 
eager to contribute positively to your company.

(Soy un professional responsible y trabajador con sólidas habilidades de trabajo en equipo, 
deseoso de contribuir positivamente a su empresa.)

I am a responsible person. I am a hard worker. I am also a good team player.
(Soy una persona responsable. Soy un trabajador duro. También soy buen compañero.)

❑Characteristics
Carefully selected language*



Cover Letter

Exaggeration/overclaiming

Activity:
These 4 sentences contain some mistakes
related to the language of cover letters.
1) Identify the mistakes
2) Try to correct them

I believe my qualifications and experience make me a strong candidate for this 
position, and I am eager to demonstrate how I can contribute to your team’s 
success.

(Creo que mis cualificaciones y experiencia me convierten en un candidato sólido para este
puesto, y estoy deseoso de demostrat cómo puedo contribuir al éxito de su equipo.)

I am the best candidate for this job and nobody could do it better than me.
(Soy el mejor candidato para este trabajo y nadie pordría hacerlo major que yo.)

❑Characteristics
Carefully selected language*



Cover Letter
❑Things to include

• Greeting

• Job title you are applying for

• Why you are interested in this position

• 1-2 relevant experience/achievements

• Skills that match the job description

• Closing statement (availability, thanks)

• Contact information



Cover Letter
❑Things to include

• Greeting

• Job title you are applying for

• Why you are interested in this position

• 1-2 relevant experience/achievements

• Skills that match the job description

• Closing statement (availability, thanks)

• Contact information

Activity:
Identify these 7 information pieces in the
provided cover letter.





Greeting

Why you are interested in this company

1

2
Relevant experiences/achievements

Skills that match the job description

Closing statement (availability, thanks)



Cover Letter
❑Things to avoid

• “To whom it may concern.”

• Copy-paste the information from the CV

• Irrelevant information Age, hobbies, personal details…

• Informality contractions, phrasal verbs…

• Size One-page long



Cover Letter
❑Structure

Header: contact details*?¿



Cover Letter
❑Structure

Header: contact details*

Greeting: “Dear XXX,”

?¿

1



Cover Letter
❑Structure

Header: contact details*

Greeting: “Dear XXX,”

• State the position: “I am writing to apply for the position of XXX at XXX”
• Mention how you found the ad.
• Quick hook: “my background in XXX makes me a strong candidate.”

Introduction: 1 paragraph 

?¿

1

2



Cover Letter
❑Structure

Header: contact details*

Greeting: “Dear XXX,”

Introduction: 1 paragraph 

• Skills and achievements: “During my internship at XXX I developed XXX 
which improved XXX”

• Motivation: “I am particularly interested in XXX because…”

Body: 1-2 paragraphs 

?¿

1

2

3



Cover Letter
❑Structure

Header: contact details*?¿

Greeting: “Dear XXX,”1

Introduction: 1 paragraph 2

• Express enthusiasm: “I would welcome the opportunity to discuss…”
• Thank the recruiter
• Formal sign-off

Body: 1-2 paragraphs 3

Closing:4



Cover Letter
❑Useful language

Greeting1

• “Dear Mr./Ms. _____”
Estimado/a Sr./Sra. __________

• “Dear Hiring Manager” (if no name is available)
Estimado/a Responsible de Selección/Contratación

• “To the Human Resources Department at _________”
Al Departamento de Recursos Humanos de ________.



Cover Letter
❑Useful language

Introduction 2

• “I am writing to apply for the position of ___ recently advertised on ____”
Me dirijo a usted para solicitar el puesto de ___ recientemente publicado en _____. 

• “As a student/professional with a background in _____, I am very 
interested in this opportunity at _____”.
Como estudiante/profesional con formación en _____, me interesa mucho esta oportunidad en
_____.

• “I believe my skills in ____ and my experience in ____ make me a strong 
candidate for this role”.
Creo que mis competencias en _____ y mi experiencia en _____ me convierten en un candidato
sólido para este puesto.



Cover Letter
❑Useful language

Introduction 2

• I am particularly motivated to join ____ because of your commitment to 
_____”.

Estoy especialmente motivado/a para unirme a ______ por su compromise con _____.



Cover Letter
❑Useful language

Body: skills, experience, fit 3

• ”During my internship/work experience at _____, I developed [specific 
skill], which resulted in ________.”

Durante mi práctica/experiencia laboral en _______, desarrollé [competencia específica], lo 
que dio como resultado_____. 

• “I have gained valuable experience in [field] through [project, course or 
job], where I was responsible for [task].”

He adquirido una valiosa experiencia en [campo] a través de [protecto, curso o trabajo], donde
fui responsable de [tarea].



Cover Letter
❑Useful language

Body: skills, experience, fit 3

• “My strengths include [skills 1] and [skill 2], which I believe are directly 
relevant to the requirements of this position.”

Mis puntos fuertes incluyen [competencia 1] y [competencia 2], las cuales considero
directamente relevantes para los requisitos de este puesto.

• “I am confident that my ability to [specific action] will allow me to 
contribute positively to your team”.

Estoy convencidxs de que mi capacidad para [acción específica] me permitirá contribuir
positivamente a su equipo.



Cover Letter
❑Useful language

Body: skills, experience, fit 3

• “In addition to my technical skills, I bring enthusiasm, adaptability, and a 
strong willingness to learn”.

Además de mis competencias técnicas, aporto entusiasmo, adaptabilidad y una gran 
disposición por aprender.



Cover Letter
❑Useful language

Closing: enthusiasm, availability, thanks 4

• “I would welcome the opportunity to discuss how my skills and 
background can contribute to [company name].”

Estaría encantadx de tener la oportunidad de conversar sobre cómo mis competencias y 
experiencia pueden contribuir a [nombre de la empresa]

• “Thank you very much for considering my application. I look forward to 
the possibility of an interview.”

Muchas gracias por considerar mi solicitud. Espero con interés la posibilidad de una
entrevista.



Cover Letter
❑Useful language

Closing: enthusiasm, availability, thanks 4

• “I am available for an interview at your earliest convenience and can be 
reached at [phone/email].”

Estoy disponible para una entrevista en la fecha que mejor le(s) convenga y puede
contactarme en [teléfono/correo].

• ”I look forward to the possibility of contributing to your team and learning 
from the experience”.

Espero con ilusión la posibilidad de contribuir a su equipo y aprender de la experiencia.

• Yours sincerely 
Kind regards

Atentamente,



Cover Letter
❑Writing advice

• Research the company Mention something specific (values, projects…)

• Use keywords from the job description

Activity:
Read the following job description and underline the relevant
keywords that you could include in your cover letter.



Job Description: Social Worker

Position: Social Worker
Location: City Community Center

We are looking for a dedicated and compassionate Social 
Worker to join our team at the City Community Center. The 
successful candidate will support individuals and families by 
providing guidance, counseling, and resources to improve their 
quality of life.

Responsibilities:

• Provide emotional support and practical assistance to 
clients facing challenges.

• Conduct assessments to identify client needs and 
create personalized care plans.

• Work closely with other professionals (teachers, doctors, 
community leaders) to ensure collaborative care.

• Keep accurate records and write clear reports about client 
progress.

• Promote social inclusion and help clients access community 
resources.

Requirements:

• A degree or diploma in Social Work or a related field.

• Strong communication and active listening skills.

• Ability to show empathy, patience, and understanding.

• Experience in problem-solving and conflict resolution.

• Ability to work independently as well as in a team.

• Good organizational skills and attention to detail.

We offer:

• A supportive team environment.

• Opportunities for professional development and

training.

• The chance to make a real difference in people’s lives.

Activity:
Read the following job description and
underline the relevant keywords that you
could include in your cover letter.



Job Description: Social Worker

Position: Social Worker
Location: City Community Center

We are looking for a dedicated and compassionate Social
Worker to join our team at the City Community Center. The 
successful candidate will support individuals and families by 
providing guidance, counseling, and resources to improve their 
quality of life.

Responsibilities:

• Provide emotional support and practical assistance to 
clients facing challenges.

• Conduct assessments to identify client needs and 
create personalized care plans.

• Work closely with other professionals (teachers, doctors, 
community leaders) to ensure collaborative care.

• Keep accurate records and write clear reports about client 
progress.

• Promote social inclusion and help clients access community
resources.

Requirements:

• A degree or diploma in Social Work or a related field.

• Strong communication and active listening skills.

• Ability to show empathy, patience, and understanding.

• Experience in problem-solving and conflict resolution.

• Ability to work independently as well as in a team.

• Good organizational skills and attention to detail.

We offer:

• A supportive team environment.

• Opportunities for professional development and

training.

• The chance to make a real difference in people’s lives.



Cover Letter
❑Writing advice

• Research the company Mention something specific (values, projects…)

• Use keywords from the job description

• Show both motivation and fit, not just skills/training.

• Keep a professional format Times/Arial, 12pt, spacing, PDF…





Cover Letter
❑Writing advice

• Research the company Mention something specific (values, projects…)

• Use keywords from the job description

• Show both motivation and fit, not just skills/training.

• Keep a professional format Times/Arial, 12pt, spacing, PDF…

• Avoid negative language “Although I lack experience in…”



Cover Letter
❑Writing advice

• Research the company Mention something specific (values, projects…)

• Use keywords from the job description

• Show both motivation and fit, not just skills/training.

• Keep a professional format

• Avoid negative language

• Proofread carefully

“Although I lack experience in…”

Times/Arial, 12pt, spacing, PDF…



Cover Letter
❑Writing advice

• Research the company Mention something specific (values, projects…)

• Use keywords from the job description

• Show both motivation and fit, not just skills/training.

• Keep a professional format

• Avoid negative language

• Proofread carefully

“Although I lack experience in…”

Times/Arial, 12pt, spacing, PDF…



Cover Letter
❑To be collected and graded

• Step 1: Analyze job description + complete guided questions 
• Step 2: Write first draft

• Step 3: Final cover letter

o Allowed resources: Kebir, Wordreference, Lingue, IA

o Use the useful language section in this doc = copy - paste

o Show me the final draft

o Submit via moodle

o Allowed resources: Kebir, Wordreference, Lingue, IA

In groups (2-3)





• Guided Questions

• Job Title: What is the position offered?

• Who is responsable for the hiring process?

• Location: Where is the job located?

• General Description: What type of candidate are they looking for?

• Responsibilities: What are the main tasks of this job? Write at least three.

• Requirements: What skills, knowledge, or abilities do applicants need?

• What They Offer: What benefits or opportunities does the company provide?

• What skills/experience can you mention as contributing or helpful for your cover letter?

• Availability:How are you going to be contacted?
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