Course:
01.012  Ag Leadership and Personal Development

Unit 13:
Getting the Job: Resumes, Applications and Interviews
Lesson 2:
Writing a Letter of Application

QCC:
38, 51, 66, 74, 75, 82, 101, 131, 149, 176, 191, 208, 228, 244,
63, 279, 302, 314, 344, 366, 381, 413, 431, 451, 469, 487
Objective: 

Write a letter of application.
Teaching Time: 

 3 Hours
References:
Krebs, Alfred H. and Michael E. Newman.  Agriscience in Our Lives.  Interstate Publishers, Inc.  Danville, IL.  ISBN: 0-8134-2965-X.
Materials and Equipment:

Teacher handouts

Transparencies 13.2.1-13.2.4 

Internet access 

Computer diskettes

Letter Stationary Samples
Teaching Procedure

Introduction and Mental Set

Introduce the lesson with an example of a letter of application.  Show the students effective and poorly constructed letters.  The letter of application is in many ways your first impression to a potential employer.

Discussion

1.
Discuss the purpose of a letter of application.

Display and discuss transparency 13.2.1.
2.
Present the main format that should be in preparing a letter of application.

Display and discuss transparencies 13.2.1 and 13.2.2
3.
Discuss the procedures required in writing a letter of application.
Display and discuss transparency 13.2.3
4.
Explain to students how a letter of application may be used to better your chances in job searching.
5.
Demonstrate the proper techniques to use in generating a letter if application.
6.
Divide class into groups of two students each and pass out copies of good and poor letters of application. Have students identify the strengths and weaknesses of each.
7.
Discuss the importance of students using good writing skills in preparing a letter of application. 
Display and discuss transparency 13.2.4

8.
Student learning activitiy

A.
Have each student write a letter of application to be attached to the resume prepared in lesson 1.  Use the example in Developing Leadership and Personal Skills text on page 132 as a guide.

B.
Have students type a letter of application on a computer word processing program.  Review exercise with students and point out common mistakes in writing a letter of application. 

Summary
 
Review with students the main objective covered in this lesson.

Ask students questions about proper techniques and procedures used in writing a letter of application.
 



Ask for volunteers to share with class their letter of application. Have the class critique each one for positive reinforcement.


End with a question and answer review period, so that all students will have opportunity to ask questions and comprehend the lesson concepts.

Evaluation
Grade the work exercise activity on writing a letter of application.  Assign group and individual grades on cooperative learning tasks. 

Prepare an exam on a letter of application concepts and have students prepare a letter of application for a test grade.

13.2.1

EFFECTIVE LETTERS SHOULD PERFORM 

TWO BASIC FUNCTIONS
*
CARRY A MESSAGE

*
PROJECT THE DESIRED IMAGE OF THE WRITER OR BUSINESS
TWO TYPES OF BUSINESS LETTERS 

INCLUDE
*
BLOCK STYLE - ALL LINES STARTS ON LEFT SIDE OF MARGIN, NO INDENTATIONS

*
MODIFIED BLOCK STYLE - USES INDENTATIONS, EACH  PARAGRAPH IS INDENTED AS WELL AS BEGINNING INFORMATION AND CLOSE
13.2.2

BUSINESS LETTERS SHOULD

EFFICIENTLY EXCHANGE INFORMATION
SOME POINTERS:

*
KEEP THE LETTER BRIEF, 

DISCUSSING THE PURPOSE

*
STRIVE FOR NEATNESS

(PERSONALITY)

*
ALWAYS INCLUDE A TITLE OF RESPECT (DR., MR., MRS., ETC.)

*
BE SURE TO INCLUDE A RETURN ADDRESS AND ZIP CODE
13.2.3

BASIC PARTS OF A BUSINESS LETTER
*
THE WRITER=S ADDRESS AND DATE LETTER WAS WRITTEN

*
THE NAME AND ADDRESS OF THE PERSON WHOM THE LETTER IS BEING SENT

*
THE SALUTATION (DEAR ____)

*
THE BODY OF THE LETTER

*
COMPLIMENTARY CLOSE AND SIGNATURE OF THE SENDER

*
OTHER ADDITIONS - REFERENCE INITIALS, ENCLOSURE NOTATIONS, COPY, AND POSTSCRIPT
13.2.4

TIPS ON LETTER WRITING
*
USE GOOD GRAMMAR

*
USE CORRECT SPELLING

*
DO NOT USE SLANG

*
BE BRIEF, BUT COVER THE SUBJECT

*
STICK TO THE POINT OF THE LETTER

*
MAKE SURE LETTER IS LEGIBLE

*
PROOFREAD BEFORE SENDING LETTER

*
ASK FOR HELP, IF NEEDED
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