
CBSE Class 11 English Core 
Section B 

Writing Skills 

 

Question 5: Writing one out of two letters based on verbal input. It 
would cover all types of letters. (7 Marks) 

Letter types may include: 

a. business or official letters (for making enquiries, registering 
complaints, asking for and giving information, placing orders and 
sending replies): 

b. letters to the editor (giving suggestions on an issue) 
c. application for a job 
d. letter to the school or colleges authorities, regarding admissions, 

school issues, requirements /suitability of courses etc. 

Job Applications 

FORMAT: JOB APPLICATION 

Solved Examples 

Example 1: You are Sumit/Sunita, a post-graduate in HR management. 
You come across an advertisement in a national daily regarding a situation 
vacant for the post of Human Resource Managerin Matrix HR Services, a 
multinational company situated at Bangalore. Write an application for the 
vacant post submitting your candidature for the same. Invent other relevant 
details. Also attach your full resume with the application. 

Pragati 
25, Downing Street 
Kolkata 
July 25, 2012. 
The Chief Executive Officer 
Matrix HR Services 
Bangalore 

Subject: Application for the post of Human Resource Manager. 

Sir/Madam, 

I, Sumit Kumar, gold medalist in post-graduation in HR management from 
Kolkata University, have come across the advertisement in the daily, ‘The 
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Hindu’, dated July 20, 2012 for a situation vacant for the post of Human 
Resource Manager in your prestigious company. I would like to submit my 
candidature through this application for the said post. 

I have been among the toppers throughout my school and college life. I am 
presently working as a management trainee for a very well-known Korean 
company. I possess good physical and mental health and assure you of 
dedicated work for your esteemed organization if given a chance to work 
for. 

So, please be kind to consider my candidature for the said post. My 
detailed resume and photo copies of educational qualification and 
experience are attached along with this application. 

Thank you, 

Yours faithfully, 
Sumit Kumar 
Enclosure: 1. Resume 

Photo copies of relevant documents 

PERSONAL RESUME 

Format for writing Bio-Data/Curriculum Vitae/Resume: 

PERSONAL RESUME 
Name: 
Address: 
Contact Number: 
E-mail ID: 
Date of Birth: 
Academic Qualification: 
Experience: 
Hobbies and Interests: 
Special Achievements: 
References: 

Example 2 
22 Rocks Lane 
Chandigarh 
20 March 2012 
The Manager 
State Bank of India 
Chandigarh 
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Subject: Applying for the post of ‘Accountant’. 

Dear Sir/Madam, 

I am writing to apply for the post ‘Accountant’ advertised in the Times of 
India of 18th March. 

Body of letter 
Explain relevant qualification & experience 

(5 to 6 lines) 

I would welcome the chance to work as part of a small dynamic team 
where I could make a significant contribution while developing my skills yet 
further. I would be happy to show you a portfolio of my work. 

I am available for interview next week and look forward to hearing from 
you. 

Yours faithfully, 
Sameer Bora 
John 

Enc. CV /Resume/Bio-data 

Example 3 

22 M G Road 
Natun Bazar 
Nagaon 
20th April 2012 
The CEC 
Human Resource Deptt. 
Guwahati 

Subject : Applying for the post of Production Manager. 

Dear Sir, 

I am writing to apply for the post of production manager advertised in the 
Assam Tribune of 18th April please find enclosed a copy of my CV. 

I have been working on the documentary production Deptt. of Assam Govt. 
since my graduation from National School of Drama, Delhi. I have become 
particularly interested in creative / innovative Documentary on burning 
issues and now wish to nurture my worldview with Non-Govt organization. 
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I would welcome the chance to work as part of a socially aware dynamic 
group where I could make a noteworthy contribution while nourishing my 
creativity yet further. I would be happy to show you a portfolio of my work. 

I am available for interview next week and look forward to hearing from 
you. 

Yours faithfully 
Sameer Bora 
SAMEER BORA 

Enc. CV 

CV (CURRICULUM VITAE) 

NAME SAMEER BORA 

ADDRESS 22 MG ROAD, NATUN BAZAR NAGAON 

TELEPHONE 03276187910 

EMAIL Sameer@gmail.com  

Nationality INDIAN 

DATE OF BIRTH 10 JAN 1985 

Profile A highly motivated, well-travelled and creative graduate with practical production experience in a govt. Deptt. 

EDUCATION 
2008-2011: NATIONAL SCHOOL OF DRAMA DELHI 
BA in Creative Production 
2006-2008: Kendriya Vidyalaya, Nagaon 

Employment 2011 Present Docu. Production Deptt. Assam Govt. 

Skills Computer literate; except in animation; good at creative writing clean driving License. 

Interests Tennis, Photography & Travel 

Reference available on request. 

Para -1 explain which job you are applying for and how/where you heard 
about it 
Para -2 briefly describe your most relevant qualification and / experience 
Para -3 explain why you want the job and why you think you would be good 
at it 
Para -4 say how you can be contacted and/ when you are available for 
interview. 

Questions for Practice 

a. You are Krishan/Kiran studying at Hindustan School, Chennai. The 
road leading to your school is full of potholes causing a lot of 
congestion. Students and parents are often caught in a traffic jam. In 
spite of several representations the Chennai Corporation has not 
done anything to improve the condition. Write a letter to the editor of 
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‘The Hindu’ Chennai, drawing the attention of Corporation authorities 
to the problem. Also offer your suggestions for improvement. 

b. You are Gaurav/Garima, 13 Vaishali, Delhi. Read the advertisement 
given below and write a letter to the advertiser, applying for the job. 
Also give your detailed resume which you would send along with the 
letter of application. 

WISDOM PUBLISHERS LIMITED 
10, Sector 24, Faridabad 
Wanted Sales Manager 
Qualification: M.Com/M.B.A 
Experience: 5 years for M.Com; 1 or 2 year for M.B.A 
Competency: Knowledge of computers, finances and related 
commercial activities. 
Salary commensurate with qualification and experience. 
Apply to General Manager 

c. Write a letter to the editor, ‘The Hindu’, Chennai about rash and 
reckless driving by the people in your city, suggesting preventive 
measures. You are Kamal/Kanwar of 10, Mount Road, Velacherry. 

d. You have shifted your residence from Lajpath Road to House no. 
232, Aurobindo Marg, Delhi. Write a letter to the general manager, 
MTNL requesting him for an early transfer of your telephone line. You 
are Rohit/Radhika of 15, The Mall, Amritsar. 

e. Write a letter to the station Master, Anand, informaing him about the 
loss of your suitcase which you realized only on alighting at Anand. 
You travelled by Navjivan Express from Chennai to Anand. You are 
Priya/Prasad of 12, Kasturi Bai Street, Chennai – 20 

f. As a parent, write a letter to the principal, ABC School Delhi, 
requesting him/her to grant your ward Akhil/Asha Arora, permission 
to attend the school two hours late for a month as he/she has to 
attend the coaching classes arranged by Sports Authority of India, on 
being selected for participation in National Swimming Championship. 
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