Ejemplo 1: Carta de solicitud de empleo en inglés
 

[Melanie Pool]
[123 Street Name, City Name, NY 12345, 333-333-333, mel.pool@email.com]

[1st October 2020]
[John Doe]
[Director of Human Resources]
[Principal Designs]
[222 Business st.]
[Business City, CA 12345]

Dear [Mr. Doe],

I am writing to apply for the open position of Article Writer at Principal Designs, as advertised online in the Company’s Facebook Page. I have been working as a Ghostwriter and Blog Writer mainly as a Freelancer for the past two years, and I have written numerous articles for the web. Therefore, I strongly believe I have the experience that is needed to take on the job of Article Writer at your Company satisfactorily.

As a Content Writer, I often have to be very versatile in my writing style as well as creative. Every content I write for is different and, therefore, I am very well versed and I can adapt very easily to different tasks. My grammar is impeccable and I can write for different audiences, no matter the ages. Because I am very interested in writing for the web, I took a special course on writing for the web in which I learned many tips and tools that I use daily in my articles.

I am confident that my background and experience as a creative content writer for the web make me the perfect candidate for the job of Article Writer at Principal Designs. If you would like, I can provide links to articles I have written, as well as my portfolio, for you to read and get acquainted with my writing style. 

I will be looking forward to hearing from you soon! Thank you for your time and consideration.

Yours Sincerely,

[Melanie Pool.]





Ejemplo 2: Carta de solicitud de información en inglés


[Bruce Orlando]
[123 Street Name, City Name, NY 12345, 333-333-333, bruce.orlando@email.com] 

[1st October 2020]
[Principal Designs]
[222 Business st.]
[Business City, CA 12345]

To Whom It May Concern,

For the past two years, I have been closely following your contribution to online communities and blogs with your incredible articles and groundbreaking news. The quality of the content you write, as well as the creativeness of your posts is something to be admired.

I have a Master’s degree in Community Management and I have been working for the past few months as a Creative Content Writer for an online blog. Prior to that, I worked four years writing content for the web as a freelancer. I am very versatile in my writing skills and I have an impeccable grammar. I would love to get the opportunity to visit Principal Designs and have your feedback on where my skills could be of best use to your Company. I would love even more to inquire about possible job openings within the Company. If there were any, I would be most honored to be taken into consideration. It would be a dream come true for me to work as a Creative Content Writer for a Company I admire so deeply.

If you would like to contact me, you can do so by sending me an email to bruce.orlando@email.com or by calling to 333-333-333. Thank you in advance for your time and consideration. I will be looking forward to hearing back from you soon.

Yours Faithfully,

[Bruce Orlando.]













Ejemplo 3: Carta de solicitud de beca en inglés


[Nicholas Dam]
[123 Street Name, City Name, NY 12345, 333-333-333, nick.dam@email.com]

[1st October 2020]
[Dallas Media University]
[222 Business st.]
[Business City, CA 12345]

To Whom It May Concern,

I am writing to apply for entrance to the Master’s Course in Online Marketing and Social Media for the 2021 academic year. Last year, I graduated with a Bachelor’s degree in Multimedia Technology with a specialization in Community Management. I graduated top of my class with the highest honors.

During my time at ACM University, I did two internships to complement my studies even further. The first internship I did was on Marketing Strategies for e-commerce and the second internship I did was focused on Social Media Analytics. I am very interested in growing audiences organically, as well as measuring that growth accordingly to later implement a sustainable marketing plan with an e-commerce focus for any company that wants to sell their business online. 

I strongly believe that my experience garnered during my internships and in University as well have prepared me fully to enter the Master’s Course in Online Marketing and Social Media. I sincerely feel that I can contribute to the course and that I will be a great addition to it.

I am much obliged for your time and consideration. I will be looking forward to hearing back from you soon.

Yours Truly,

[Nicholas Dam.]
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