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Writing 3



YOU WILL LEARN HOW TO WRITE THREE TYPES OF ENGLISH WRITING
- A COVER LETTER
- OPINION ESSAY 
- A CAUSE AND EFFECT ESSAY

CONTENTS OF THIS COURSE



Lesson 1: 

Cover letter



Definition

Formal letters are normally sent to people in an official position or 

people you don’t known well.

They are written in a formal style with a polite, impersonal tone.

You can write a formal letter to apply for a job/course, make a 

complaint, give/request official information, etc.



STRUCTURE OF A GOOD FORMAL LETTER
A formal greeting

An introduction 

A main body

A conclusion

A formal ending

Dear Sir/Madam – when you do not know the person’s name

Dear Ms Green – when you know the person’s name

Reasons for your writing – I am writing to apply for the position of….

Main subjects of the letter in detail, starting a new paragraph for each topic

Closing remarks – I look forward to hearing from you as soon as possible.

Yours faithfully – when you do not know the person’s name

Yours sincerely – when you know the person’s name



Letter of 
application

A. opening remarks/reasons for writing

- Name of the job/course, when and where you saw it advertised 

e.g…..the position of manager advertised in yesterday’s Herald.

B. Main body

- age, present job and/or studies (e.g. I am a nineteen-year-old university student.)

- Qualifications (e.g. I have a BA in French.)

- Experience (e.g. I have been working as a waiter for the last two years.)

- Skills and personal qualities that are suitable for the job/course. (e.g. I am a good 

and careful drive. I consider myself to be mature and responsible.)

C. Closing remarks

- Any other important information (i.e. when you are available for interview, where and 

when you can be contacted, references you can send, a remark that you hope your 

application will be considered, etc.)

(E.g. I will be available for interview in September.

I enclose references from my last two employers.

I look forward to hearing from you as soon as possible.)



Exercise 1 

St. George’s Primary School is looking for a young, 

energetic and experienced schoolteacher to join us in 

September. Must be a good organizer and keen on 

sports.

Please apply in writing to Mrs Hunter, giving details of 

qualifications, skills and previous experience and saying 

why you think you are suitable for the job.

Closing date 12th May.

You saw this advertisement in a local newspaper and have decided to apply for the job. Read the ad 

and answer the questions. 

1. Who is going to read your letter?

2. Do you know this person at all?

3. What style should you use?

4. Why are you writing this letter?

5. What information should you include in your letter?



Exercise 2: Reorder the paragraphs to make a complete letter of application for the 
job.
A. I am 28 years old and currently teaching in Margate. I have a BSc degree awarded by Glassgow

University in 1997. I completed my certificate in Education at Preston Teacher Training College in 

1998.

B. I consider myself to be punctual, hard-working and fair. I enjoy working with children and have 

good organizational skills.

C. With reference to your advertisement in Thursday’s edition of the Daily Star, I am interested in 

applying for the position of primary school teacher.

D. I have been working for Margate Education Department since 1999. During this time, I have enjoyed 

teaching a variety of subjects, including English, General Science and Games.

E. Dear Mrs Hunter,

F. I enclose a reference from my present employer. I would be grateful if you would consider my 

application. I am available for interview any weekday morning. I look forward to hearing from you.

G. Yours sincerely,

Steven Davies



Exercise 3
You saw this advertisement in a local newspaper, and have decided to apply for the job.

Young helpers (18-25) needed in our summer 

camp for 10 – 14 years old. Duties include 

helping with games and other activities.

Helpers must speak English or French and be 

able to work at any time, including some 

evenings, from 5th to 25th July. Apply in writing 

to Ben Carroll.

Write a letter from 120-150 words applying for the job.



Letters of complaint
In the opening remarks, you should state your complaint, including details of what has happened and 

where/when the incident took place. 

E.g. (Mild) I am writing in connection with…/to complain about….the terrible behavior/attitude/rudeness 

of…./I am writing to draw your attention to…which….

(Strong) I wish to bring your attention to a problem which arose due to your staff….

I am writing to express my strong dissatisfaction at…..

I wish to express my dissatisfaction/unhappiness with the product/treatment I received from….on….

In the main body paragraphs, you present each of the specific points you are complaining about. You 

start a new paragraph for each point and justify these points by giving examples/reasons.

E.g. Although you advertise “top quality”, I felt that the product I purchased was well below the standard I 

expected.”

In the closing remarks, you should explain what you expect to happen (e.g. to be given a 

refund/replacement/apology/etc).

E.g. (Mild) I hope that this matter can be resolved/dealt with promptly.

(Strong) I insist on/demand a full refund/an immediate replacement or I shall be forced to take legal 

action/the matter further.



Exercise 1 Read the rubric and underline the key words, then answer 

the questions.

You recently bought a calculator, but you were given the 

wrong model by mistake. When you complained, the 

shop assistant was rude to you Write a letter to the 

company’s complaints department, explaining the 

reasons for your dissatisfaction and saying what action 

you expect the company to take.

1. Who is going to read your letter?

2. Do you know the person you are writing to?

3. Why are you writing this letter?

4. What opening and closing remarks would you write?



Exercise 2

You recently went for a meal at Benny’s fast food restaurant, which is part 

of an international chain. Unfortunately, the service was very slow and the 

food was badly cooked, so you complained to the manager. However, he 

was very rude to you and insisted on your paying for the meal. You have 

decided to write a letter of complaint to the company’s head office. Write 

your letter, explaining the reasons for your complaint and saying what you 

expect the company to do.



Lesson 2: 
advantages and 

disadvantages essay



DEFINITION



STRUCTURE OF AN OPINION ESSAY



Exercise 1: Read the following essay and complete the table for the outline of the essay. 



Topic

Thesis statement

Advantages

Disadvantages

Conclusion



EXERCISE 2: Write an essay using 150-180 words giving advantages and 

disadvantages of owning a mobile phone.



LESSON 3:

CAUSE AND EFFECT ESSAY



HOW TO WRITE A CAUSE AND EFFECT ESSAY?
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