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Anopeiixo JI. B., Meoseooscvka /l. O., Ckapnynina IO. A. Onnaitn: nepeuwikooa yu Moycaugicms

Y oaniii nayxosoi cmammi posenanymi ocmanni menoenyii 8 po3eumxy OUCMAHYIUHO20 HABYAHHS, 30KPeMA, GUKAAOAHHS
IHO3eMHUX MO8, 4 MAKOMIC iX AKMYaNbHICIb, 00YMOBNIEHA BUKIUKAMU POOOMU 3a HAO3GUYAUHUX 0OCMABUH, MAKUX, AK NAHOEMis
ma silina. Aemopu cmammi 30cepeddcyiomn y8azy Ha ONMUMI3ayii HaguaIbHO20 NPoYyecy Mma NiOGUWeHH] MOMUBAYii cmyoenmis
30 O0NOMO2010 WUPOKO20 CHEKMPA MONHCIUBOCTIEL BUKOPUCIIAHHS OHAAUH-NAAMMOPM, 000AMKIE 015l BUBHEHHS MO8, BIOKDUMUX
0CGIMHIX pecypcie ma wmy4Ho2o inmenexmy 6i0no8ioHo 00 6umMo2 yacy. Y cmammi euoineni nomenyiini nepesazi, ma 6UKIUKU
ounalin-Hasyanna. Ilepwi Hadaroms 8UKIAOAUAM YUCTEHHI MONCIUBOCTI, MOOI AK OCMAHHI HA2ONOWYIOMb HA BANCTUBOCHII
38epHEHHS Y8a2U HA eMOYii 8 YMOBAX MEXHONO02IUHO ONOCepedKO8AH020 BUKIAOAHHA. Y CIammi makox#c ONUCAHI MOXCIUBOCTE
NOOONAHHS MEXHIYHUX MA NCUXOR02IUHUX npobiem. Kpim moeo, asmopu niokpecnooms mot pakm, wo HeobXioHicms yudposor
KOMNemeHmMHOCMI Ma a8MOHOMHOCII CIMYOeHmi8 Y 6UKOPUCIAHHKE 3aNPONOHOBAHUX IHCIMPYMEHMIE € AOCONIOMHO KPUMUYHOIO
6 Hawi uac. Akyenm makodc pooumsbCs Ha BANCIUBOCHI CIMEOPEHHS ABIMOHOMHO20 PODOY020 Cepedoguiya 3 OUOAKMUYHUMU
Mamepianamu ma KOMYHiKayiiHumu pecypcamu. A8mopu Ha2onowyioms Ha MoMy, o KOHYenyia “HaguyanbHo2o cepedosuwya’”
BMIHIOEMbCA NPOMALOM POKI6 uepe3 po3eumox mexuonoeiu. Ha zasepuienns, y cmammi npononyomucs 3pyuHi 0isi KOpUCmyeauis
naameopmu, sAKi MOXCYMb CIy2y8amu 3acodami Cnpoujents. NPOYecy HABYAHHSA, d MAKONC YIMKI IHCMPYKYIl 0151 NOOONAHHS
3a2anbHUX NPOOIEM, 3 AKUMU 3A36UHAL CIMUKAIOMbCS CIYOSHMU MA 6YUmeni nid Yac OHAAlH-HAGUAHHA, MAKi K HeOOCMAMHSL
6NEBHEHICMNb Y MEXHON02IAX Ma 8 CaAMOMY co0i, abo, HANPUKIAO, HeOOXIOHICIb NPayioeamu @ epynax pizHozo piens. Aemopu
HAO0AIoMb NPUKIAOU GUKOPUCIAHHS NAAMPOPM O CHITbHOI poOOmMU, ABMEHMUYHUX MEKCHi8 ma igposux iHCMpyMeHmis,
Maruu Ha Memi npoLICMpPY8amu CROcooU adanmayii npoyecy 6UgueHHs MO8 00 HOMOYHOI CUMyayii ma KOHKpemHux nompeo
cmyoenmis. Ocobausa ysaza NpUdiNACMbCs 6NPOBAONCEHHIO WIMYYHO20 iHMeNeKmY, NONYIAPHICIb K020 OCMAHHIM YacoM
CMPIMKO 3DOCMAE, K NOMYNCHOMY THCIMPYMEHNY K 0Nl CIMYOeHmis, max i 015 UK1A0a4ie iHO3eMHUX MOB.

Knrouosi cnosa: oucmanyitine Haguanisi, 3acoodu HAGUAHHS OHLAUH, THO3eMHI MO8U, YUpPosi Komnemenyii, 6azamopieHesi
2pynu, eheKmugHicmb HABYAHHS, MOMUBAYIA, WMYYHUL IHMETeKMm.
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COMPLEX OF EXERCISES FOR TEACHING CIVIL ENGINEERING STUDENTS HOW
TO WRITE A COVERING LETTER IN ENGLISH

The article presents a complex of exercises which can be used for teaching civil engineering students how to write an Eng-
lish-language covering letter. Taking into consideration crucial importance of job-seekers’ business writing skills, namely their
ability to write a covering letters to get the job they want, I consider it important to allocate at the minimum three double lessons,
i.e. six academic hours, to teach students how to write a covering letter in English. During those classes students will have to
do a complex of exercises, totaling up to fifteen specifically developed for that purpose. As long as a covering letter is a clichéd
and standardized document and structure and form of covering letters is quite similar, it is expedient to teach students how to
write a covering letter by using a combined text-genre and procedural approach. Therefore it is useful to use a complex of exer-
cises that can be divided into the following three parts: “Presentation”, “Vocabulary” and “Writing”. When working with
exercises from the first part, “Presentation”, it is better for students to begin with a thorough analysis of samples of English-lan-
guage covering letters and after that proceed to exercises connected with formatting of covering letters, such as finding required
information in a covering letter, putting components of a covering letter in the correct order, etc. After getting acquainted with
the structure of a covering letter, it is good to learn and practice new vocabulary necessary for wring an English-language




Hayxkoeuii yaconuc HITY imeni M. I1. /[pazomanosa

covering letter (part “Vocabulary”), using a variety of exercises for that purpose, such as matching English terms or phrases
to their Ukrainian equivalents, finding definitions of the words, filling in the gaps in the sentences, distributing phrases among
given categories, translating phrases from English into Ukrainian and vice versa. At the last stage (part “Writing”), students
proceed to writing covering letters starting with filling in the gaps in the given covering letter with appropriate pieces of infor-
mation and then move on to writing their own writing letter for a specific position.

Key words: teaching, writing, covering letter, complex of exercises, English, part “Presentation”, part “Vocabulary”, part
“Writing”, civil engineering students.

(cTaTTIO MOAHO MOBOIKO OPUTiHAJY)

The English language plays a major role in our day-today life, as it is the Language of International Communica-
tion, the most common business language. Learning English will make students more employable not only in com-
panies in the English-language countries, but also in foreign businesses in Ukraine.

Writing a covering letter is an important part of the job application process. A covering letter is usually or can be
the first thing a potential employer reads from you, thus making their first impression of you. Your covering letter
introduces you and your CV. A covering letter gives you the opportunity to tell your potential employer your profes-
sional story in a way that's more personal than your CV.

In addition, a covering letter is important because approximately 26% of recruiters read covering letters and
consider them crucial in making their decision to hire a person [2].

Taking into account the above, I believe it is necessary for the English language Syllabus for civil engineering
students to include writing covering letters.

Various aspects of teaching English-language business correspondence has been studied by numerous scholars
[1; 3; etc]. Inasmuch as a well-written and thought- out covering letter is significant for getting a job, teaching how
to write it efficaciously has been analyzed by scientists both in Ukraine and abroad [1; 4; 5], namely scholars who
have analyzed peculiarities of teaching writing covering letters, presenting developed complexes of exercises as
well [1; etc.]. However, more attention should be paid to studying specifics of teaching writing English-language
covering letters to university students with particular students’ needs, civil engineering students, to be more exact.

The purpose of the article. The purpose of the research article is to present a complex of exercises for teaching
civil engineering students how to write a covering letter in English.

Main body. The covering letter is a clichéd and standardized document. As the structure and form of covering
letters is similar, it is effective to teach university students how to write a covering letter in English by means of
using a combined text-genre and procedural approach.

In order to teach civil engineering students how to write a covering letter in English it is expedient to use a
number of exercises that can be divided into three sections: PRESENTATION, VOCABULARY and WRITING.
It should also be mentioned that some ideas suggested by other authors working on this problem [1; 4; 5] were used
for development of this complex of exercises,

PRESENTATION

The purpose of PRESENTATION is to make it possible for students to study and analyze covering letters care-
fully, namely: their structure, lexical, grammatical and stylistic features.

Students ought to start with analyzing the layout of a typical covering letter, as some students can be unfamiliar
with it. After familiarizing with the structure of a covering letter, students should proceed to doing exercises the
purpose of which is to make it possible to remember it better, such as finding required information in a covering
letter, putting parts of a covering letter in the correct order, etc.

Exercise 1. Study the example of the covering letter below and say what information a typical covering letter
includes.

In this exercise students should analyze an example of a covering letter in order to learn what a covering letter is,
what information it includes, what components it can be divided into. In this article we won’t give either full-length
examples of covering letters or unabridged texts of most exercises as detailed demonstration of most of the exercises
would be too bulky to be in a research article of this type. Moreover, other teachers may want to adapt somewhat
given exercises corresponding to their students speciality and other needs. Any covering letter relevant to students’
English level as well as their speciality will do for this purpose, as the objective of this exercise is to identify what
kind of information can be found in a covering letter.

Exercise 2. Look through the covering letter in Exercise 1 once again and say what components a covering letter
can be divided into.

The purpose of this exercise is to devote some more attention to the structure of a covering letter, so that students
will identify more details in the covering letter and will be able to remember it much better.

You may want to ask your students to do both this exercise, and some other exercises from this complex of
exercises in pairs so that it will get easier for them, furthermore it can help you to make the process of teaching how
to write a covering letter more interesting for students as many civil engineering students find writing too much
rather tiring.
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Exercise 3. Scan the following covering letter and the guidelines for writing a covering letter below, and check
your answers to Exercise 2.

This aim of this exercise is to go through the structure of a covering letter once again. This exercise should
present a covering letter with highlighted components together with information about covering letter structure
which you believe to be relevant to your students needs.

Make sure to highlight in the model covering letter you are to give in this exercise the following components:
return address, date, inside address, salutation, opening paragraph, middle paragraph(s), closing paragraph, ending,
signature, typed name, and enclosures.

It is useful to give in this exercise information about the structure of a covering letter in the form of a table
explaining specifics of every component of a covering letter, and giving extra examples. It is expedient to put infor-
mation about components of a covering letter in the order in which they can usually be seen in a typical covering
letter. When checking the answers to Exercise 2 with your students, you may want to pay more attention to peculiari-
ties of every component of a covering letter your civil engineering students should know.

Exercise 4. Read these two covering letters and complete the notes.

Notes

COVERING LETTER 1

Position applying:

Applicant s name:

Applicant s work experience:

Applicant s professional skills:

<...>

In this exercise two more examples of English-language covering letters are demonstrated for students to prac-
tice with so that they can go though covering letter structure once again. Being aware of a covering letter layout
at this stage, they have to find those pieces of information required.

Exercise 5. Put the parts of the following covering letter in the correct order (use the guidelines for writing a
covering letter in Exercise 3 if you need). The first one is done for you.

27 April 2022
1 Apartment 48, 237 City Road, New York, N.Y.

684 59 14 alicia?0r@gmail.com

Mr Tom Brandon

Director of Human Resources

DeltaO, Inc.

370 Benson St

NEW YORK, NY

If you find that my qualifications and experience are suitable, I can be available for interview at short
notice. Thank you for your consideration.

Sincerely

Dear Mr Brandon
1 wish to apply for the position of Personal Assistant advertised on your web-site.
Enc:
You will see from my CV that I have five years' work experience as a personal assistant. I am fluent in
French and German, which I studied at university.

Alicia V. Ray

This exercise can help to improve students’ knowledge of a covering letter structure. It contains a covering letter
divided into fragments and presented in the mixed order. If time allows, you may want to offer your students to write
out the covering letter in full.

Exercise 6. Scan the following covering letter. This letter lacks some important information. Explain what oblig-
atory components of a covering letter are missing.

Exercise 6 can improve and simultaneously test students’ knowledge of the covering letter structure.
This exercise should contain an example of a covering letter that corresponds to your students’ needs, but some
important obligatory parts should be taken out of it, such as salutation, one of the paragraphs of the letter, the
date, the ending, etc.

Exercise 7. Scan the covering letter below. This letter lacks some important components, besides the components
which are in this letter are in the wrong order. Rewrite the letter in a proper way.

This exercise makes the task even more difficult as you both take out some of the obligatory components of a
covering letter, and put them in the wrong order so that your students will have to put them right and write them-
selves those components which are missing.

You can use any covering letter for this exercise from which you will take out those obligatory components
which will be easy for your students to write without special preparation with vocabulary work, e.g. date, return
address, ending, enclosure, etc.

1
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— VOCABULARY

In order to help your students learn the vocabulary they will need to write their covering letters you can use a
number of exercises both for learning new words, and useful phrases necessary to know to write an English-lan-
guage covering letter. To achieve this, you may want to use several exercises, e.g. matching, classifying, gap-filling.

Exercise 8. Learn the words from the List of Active Vocabulary by heart and proceed to other activities.

Exercise 8 should present a list of English words and their Ukrainian equivalents that your students should know
to write a covering letter in English, such as covering letter, enclosure, signature, requirement, to attach, to obtain,
yours sincerely, yours faithfully, advertisement, consideration, etc.

Then working with vocabulary necessary to write a covering letter I believe it is much more expedient for stu-
dents to practise using not individual words, but those phrases, clichés, which are useful for writing letters. That’s
why I think it’s necessary to devote most of vocabulary exercises to practicing those useful phrases.

Exercises 9. Match English phrases (1—12) with their Ukrainian equivalents (A-L). The first one is done for you.

Example: I am eager to begin a career in construction. — A xomie 6u nouamu xap ’epy y cpepi Oyoignuymaea.

1) I am very interested in obtaining a position in your company.

2) I have two years’ experience as an architect.

3) 1 believe that my work experience and enthusiasm would enable me to make a significant contribution to your
company. <...>

A) ¥V mene € osopiunuii cmaosic pobomu na nocadi apximexmopa.

B) Meni 30aemucsi, wo s 3M00iCy 6Hecmu 3HAYHUL 6HECOK ) POOONY 8AULOL KOMNAHIT, 3ACMOCO8YIOUU C8ill 00C8I0
Ul basicanHs npayo8amu.

C) A oyarce 3ayixasnenuii 8 ooepaicanui nocadu y Bawitl komnanii. <...>

The following exercises, Exercise 10—13, will also help your students to learn a variety of phrases useful for writ-
ing a covering letter.

Exercise 10. Cover useful phrases in English (1-12) in Exercise 9 with a sheet of paper and try to translate their
Ukrainian equivalents (A-L) into English, and vice versa.

Exercise 11. Scan the phrases below (1-15). Decide which of them you can use in the opening paragraph (O),
middle paragraph(s) (M) or closing paragraph (C) of your covering letter. Write O, M or C correspondingly.

Example: _C I look forward to hearing from you soon.

1) You may reach me at the above email address or phone number.

2) I have considerable experience in ...

3) John Westwood informed me of a Construction Superintendant position that is available at your company.

4) My education, work experience and skills make me an ideal candidate for this position.

5) I'was interested to see your advertisement for civil engineer on your web-site. <...>

Exercise 12. Translate the following phrases into Ukrainian.

1. obtain a position, 2. requirements outlined in the advertisement; 3. schedule a job interview,; 4. make an
important contribution to smth.; 5. in response to the advertisement, 6. have a part time job; <...>.

Exercise 13. Translate the following phrases into English.

1. ompumysamu nocaoy; 2. sionogioamu umozam, 3. pooumu 6Hecox y po36UMoK KoMnawii; 4. dooamu 0o 1ucma
pexomenoayii; 5. npuznavamu cnigbecioy, 6. wupo Baw; 7. nasena eaxancis; <...>.

— WRITING

In this part, your students should do exercises where they have to write covering letters with or without prompts.

Exercise 14. You are looking for a civil engineer position. You were interested to see the job advertisement on a
recruiting website. Write your reply to the advertisement. Use the form below to help you.

Your address
telephone — email

Date

Return address

Dear .......

I was interested to see your advertisement for ........ in.... .
As you will see frommy CV, I ....... .

Ithinklama ....... . Tam competent in ....... .

In addition, I hold a certificate in ......

If there s any further information you require, please contact me at .......

1 look forward to ...... .

Yours sincerely

Your signature

Your name

Exercise 15. Part A) Think about the position you’d like to have in the future, then write your own covering letter
for the position you are interested in to the company you would like to work for.

Part B) Work in pairs. Exchange the covering letters you have written when doing Part A of this exercise.
Analyze your partner’s covering letter and if there are some faults in it, point them out to your partner for them to

12
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improve it. After discussing your covering letter with your partner, show it to your teacher. Then type that final ver-
sion as a home assignment.

Conslusions. Writing covering letters in English can present some difficulties for civil engineering students that’s
why we find it expedient to use a complex of exercises which can be divided into three parts: PRESENTATION,
VOCABULARY and WRITING, dealing with relevant aspects of writing covering letters, with up to 15 exercises
in total. Three lessons at the minimum should be allocated to teaching writing covering letters in English.
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banayvka O. JI. Komnnexc énpae 011 HaguanHusa cmyoenmie Oyoiee1b HuX cneyianbHocCmeil HANUCAHHA CYNPOGIOHUX
AUCmié anzilicbKo M06010

YV cmammi nasooumvcs xomnnexc enpag, skuti modce Oymu GUKOPUCMAHUL ONsi HABYAHHA CMYOeHmie 0YOieenvbHuUX
cneyianbHoCmell HANUCAHHA AH2IOMOBHUX CYNPOBIOHUX aucmie. bepyyu 00 yeazcu Had36u4aiiHO 6eiuKe 3HAYCHHS HAGUHOK
01106020 NUCLMA 01 ULYKAYI8 pOOOMU, a came IXHE YMIHHA RUCAmMU CYRPOBIOHI TUCIU 3 MEMO OMPUMAHHI OAXHCAHOI 8AKAHCI],
8BANCAEMO BKPALL BAXHCIUSUM BUOLTUMU NPUHAUMHI MPU 3AHAMMA, MOOMO WICTb AKAOEMIYHUX 200UH, HA HABYAHHS CTYOEHMI8
HANUCAHHSL CYNPOBIOHUX TUCMIB aH2NTICHKOI0 MOGOK. Ha yux 3anammsx cmyoenmu nosunni 6y0yms 6UKOHAMU KOMIIIEKC 61Pas,
WO HApaxo8ye n’AMHAOYAMb CREeYianbHO po3podneHux 6npas. OCKinbKu CynpoGiOHUL IUCT — KIIWOBAHUY | CIMAHOAPMU308AHUL
O00KyMeHm, a cmpykmypa ma opma cynpogioHux AUCMi@ OOCUMb CXO0XCI, OOYLIbHO HABYAMU CHYOeHmi8 HANUCAHHIO
CYNpOGIOHUX TUCIB, BUKOPUCMOBYIOUU NOEOHAHUL MEKCMOBO-dcanposuli i npoyecyanvHuti nioxio. Tomy 6Oyde KopucHo
0151 Yb020 3ACMOCY8AMU KOMNIEKC 6Npas, KU MONCHA po30itumu Ha maki mpu yacmunu. “Presentation”, “Vocabulary”
ma “Writing”. Ilpu onpayioganni énpag 3 nepwioi vacmunu “Presentation”, cmyoenmam Kpawe nouamu 3 pemenbHo20 aHALi3y
3DA3KI8 AHEIOMOBHUX CYNPOGIOHUX TUCMIB, @ NOMIM nepetimu 00 61pas, No8 3aHUX i3 POpMamyBanHsIM CYNpPOGIOHUX TUCTIIE,
MAKUX 51K NROWYK HeOOXIOHOI inghopMayii 6 CynpoGIOHUX TUCAX, PO3CABLEHHS KOMROHEHMIE HABEOEHO20 CYNPOGIOHO20 TUCMA
6 npaguibHoMy nopaoxy. Ilicia osnatiomnenns 3i Cmpykmypoio CynpogioHux Iucmis, OOYilbHO GUEUUMU MA 8IONPAYbLOGYEAmMU
HOBY JIEKCUKY, He0OXiOHY 01151 ix Hanucanus (vacmuna “Vocabulary”), BUKOPUCOBY IOl o1 Y6020 DIBHOMAHIMHI 8Npasu, K-om
NOULYK 8I0N0BIOHOCHEN MIdC AHSTTUCOKUMU CLOBAMU YU CLOBOCHOLYYEHHAMU MA IXHIMU YKPATHCOKUMU eK8i8aieHmami, nouyK
BU3HAUEHb HABEOEHUX CIi8, 3AN08HEHHA NPONYCKIB V) PeueHHAX, PO3NOOIN 3a 3A0AHUMY KAMe2opiamU, Nepekiao 3 aHaniticbkoi
Moeu Ha YKpainceky ma nasnaxu. Ha ocmammvomy emani (vacmuma “Writing”) cmyoenmu 300icHIOIOMb HANUCAHHSA
CYNPOGIOHUX UCMIE NOYUHAIOUYU [3 3ANOBHEHHS NPONYCKIB Y HABEOEHOMY CYNPOGIOHOMY aucmi HeobXionoio ingopmayicio,
a nomim nepexoosime 00 HANUCAHHA BIACHUX CYNPOGIOHUX TUCMIB HA KOHKPEMHY NOCAOY.

Knitouosi cnosa: naguanns, HAnUCaHHA, CYNPOGIOHUL JUCH, KOMNIEKC 6npas, cmyoeHmu 0OyoieenbHUux cneyiansnocmetl,
awneniticoka mosa, yacmuna “Presentation”, vacmuna “Vocabulary”, vacmuna “Writing”.
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