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Unit One

Job Application in Tourism
Industry

© Unit Objectives
e Attitude: Proper customer-oriented attitude of application letter
e Skills: Writing skills of cover letter-structure and contents

e Knowledge of jobs and duties in tourism industry
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I. Lead-in

< Work in pairs and discuss the jobs listed below, and then answer the questions.

: Car rental Air hostess Tour guide Ferry and cruise companies

i Catering Hotels and accommodation Tour operator

1. Do these jobs belong to industry? Why?

2. Are you interested in these jobs? Why?

3. What sector of the tourism industry attracts you most?

4. Talk about the advantages and disadvantages of the 6 jobs. Put down your ideas

in the following table.

Advantage Disadvantages

Car rental

Tour operator

Catering

Hotels & accommodation

Ferry and cruise companies

Tour guide

< Group Work: What is your idea of a good job? Tick your choices and then

discuss it with your partner.

a chance to travel around friendly colleagues

team work opportunities to learn more
more flexible working hours chances to meet more people
job stability paid holidays

good salary benefits (commission, bonus)
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<& Tick the skills that are required for each of the jobs.

Travel Sales Rep Conferenée i Admin.istrative Operations Manager
Coordinator Assistant
IT skills
Language skills
Leadership skills

Financial skills

Writing skills

Supervisory skills

Secretarial skills
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I1. Language Focus

Golden Rules of Writing Cover Letters

When writing cover letters, you need to use a standard format. Remember that
the address of the person you are writing to always appears on the left-hand side of
the page and your own address is in the top right-hand corner. Put the date under
your address.

Always make sure you start and end your cover letters correctly. If you are
writing to Mrs. Lucy Carl, then you should start the letter with “Dear Mrs. Carl”
and finish it with “Yours sincerely”. Note that ‘sincerely’ has a small *s’, not a
capital letter. If the advertisement asks you to send your application to Melanie
Simpson, how would you begin your letter? ‘Dear Melanie Simpson’? ‘Dear Mrs.
Simpson’ is not really appropriate as she might not be married. It is probably safe
to put ‘Dear Melanie Simpson’.

If the advertisement just says, ‘reply to J. Brown’? You should ring the
company and find out J. Brown’s full name and whether this person is a man or
a woman. Remember that letter etiquette costs you nothing, but it can really pay
dividends and you may be the only person who has made the effort to find out. This
could help to make you different from all the other applicants and being noticed is
important if you are going to get invited for interview.

If the advertisement just states: “Write to the Human Resources Department’
or ‘Reply to Atlantis Travel’, it may not be possible for you to find out who will be
dealing with your reply. In these cases, you will have to start your letter with ‘Dear

Sir/Madam’ and finish the letter with “Yours faithfully’ with a small “f’.
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Exercise

I. Read the text about writing cover letters and use the advice to complete
sentences below.

1. The address of the person the letter is addressed to appears

. If you begin a letter with ‘Dear Mrs. Healey’ you should end with

. You should write your own address

. If your advertisement says, ‘Reply to David Simpson’ you should

. If an advertisement says, ‘Reply to R. Simpson’ you should

N L bW N

. If an advertisement says, ‘Please send a curriculum vitae, known as(CV) +
cover letter to Marketing Director, China Travel’, you should begin your letter

with , and end with

II. A short cover letter should always accompany your CV. Organize the
following advice into two categories. Yes or No

a. Type your letter of application.

b. Use interesting colored paper.

c. Write at least two pages.

d. Repeat what is already on your CV,

e. Point out professional skills that you have required.

f. Emphasize how you believe you meet the employer's needs.

g. Tell the employer that you will call in to discuss your application.

Yes No

I11. Please read the following statements and judge true or false.

1. The writer’s address goes in the top left-hand corner with the date below.

2. The name and address of the person they are writing or go below it on the right.

|



HiRifFSE RARIET1E

3.

4.

If you don’t know the person’s name, you write Dear Sir or Dear Madam and
you should finish Yours sincerely.

If you know the person’s name you write Dear Ms Brown and finish Yours
faithfully.

5. It is unacceptable to use contracted forms in formal letter.

. In a personal letter you put your name, address, telephone number and e-mail on

the right-hand or left-hand side of the letter.

. There are different ways of writing dates: 15 April 2017, April 15", 2017, or

2017/4/15.

. Write in short paragraphs so that the letter is well organized and easy to read.

. When you don’t know the person you are writing to, close with your friend,

followed by a comma.

10. Remember to write your first name clearly after your signature.

Vocabulary Bank

A. Match the verbs with the nouns.

1. make a. costs

2. arrange b. decisions

3. plan c. holidays

4. earn d. salary

5. deal with €. commissions
6. boost f. emergencies
7. schedule and coordinate g. meeting

8. organize h. special events
9. achieving 1. gross profit margins
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B. Match the words in the box with the definitions.

1]

salary overtime tip bonus

fee perks wages commissions

1. the extra thing, such as luncheon vouchers or free medical

insurance, over and above the basic pay

2. a small sum given to reward the services of people like waiters or

taxi drivers

3. money paid every month, but referred to as annual earnings paid to
professional and managerial staff

4. money paid to a professional person, e.g. a doctor or lawyer for
advice given

5. money paid to a manual worker, usually calculated hourly and paid
weekly

6. money added to pay, usually as a reward for good work
7. money that is paid for extra hours of work

8. money earned as a proportion of the goods or services sold by an

2]

articulate optimistic dynamic enthusiastic

individual

numerate considerate accurate computer-literate

diplomatic energetic

1. is able to use information technology
2. is good at figures
3. thinks of other people’s feelings
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4. feels confident about the future

5. is precise, pays attention to detail

6. shows a lot of enthusiasm and energy
7. can speak fluently

8. is discreet and tactful in delicate situations
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III. From Reading to Writing

] |
Logical Order: Read the following letter and then put the shuffled paragraphs
in correct order.

Mary Lee wants to apply for the advertised post of Operations Manager. Put the

extracts from her application letter in the correct order.

a. I have a very optimistic and personable personality and am used to dealing with
people of all ages and levels.

b. I look forward to hearing from you.

c. I would like to apply for the position of the Front Office Receptionist, as
advertised in the official website of China Youth Travel Agency on May 15th.

d. Re: Front Office Receptionist

e. Lee (Miss)

f. Dear Ms. Willis

h.1 am 23 years old and am about to graduate from Beijing Tourism Institute with
the major of travel management. Early this year, I worked for 3 months as a
trainee in the inter cruise program.

g. Your vacancy is of particular interest to me as my duties involved check-in,
check-out, group rooming lists, making bookings and providing guests with a
warm welcome, which I feel is important for this kind of post.

i. T enclose a copy of my current CV for your information. Please contact me
should you require any further details.

J- Yours sincerely

UOU00000

= B =
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Teddy Moore wants to apply for the advertised post of hotel receptionist. Put

the extracts from her application letter in the correct order.

Hotel Receptionist

Excellent entry level vacancy for outgoing personality at this three-star hotel
The person appointed will be the first point of contract for visitors, clients and

suppliers. Good phone and computer skills are a must. In this full-time position, you will

be part of a friendly and dynamic team, responsible for handling all front desk operations.

Reply to Mrs. William, Manager, The Marriot Hotel, Stony Stratford, Beijing.

a. [ have a very pleasant, outgoing personality and am used to dealing with people
of all ages and levels.

b. I look forward to hearing from you.

c. I would like to apply for the position of hotel receptionist, as advertised in the
Hotel & Catering Reporter May 12th, 2016.

d. Re: Hotel receptionist vacancy.

e. T, Moore (Miss)

f. Dear Mrs. William

g.Enc. CV

h.1 am twenty-four years old and am about to finish a course in hotel
administration. Earlier this year I worked for 3 months as a trainee in a small
family-run hotel. Your vacancy is of particular interest to me as my duties
involved taking phone calls, making bookings and providing guests with a warm
welcome, which I feel is important for this kind of post.

L. I enclose a copy of my current CV for your information. Please contact me
should you require any further details.

J- Yours sincerely

) e e ) B
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