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PROFICIENCY LEVEL FOUR
PO: SENSIBLE LIVING 

PO/EO:
406.03a

ENABLING OBJECTIVE:
Identify the components of an offer of employment letter.


REFERENCE(S):
A.
A-CR-CCP-265/PC-001 Course Training Standard

Proficiency Level Programme for Local Headquarters Mandatory Training





Chapter 4, Page 12.

B.
A-CR-CCP-267/PT-001 Level Four Handbook





Chapter 5, Section 2, Articles 1-8, Pages 1-2. 

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
OHP 





B.
OHP slides

LEARNING AID(S):

A.
A-CR-CCP-269/PT-001 Level Four Handbook





B.
Handout #1 – Sample Offer of Employment Letter





C.
Annex A – Mini-Quiz

TEACHING POINT(S):
A.
The Offer of Employment Letter 





B.
The Components of an Offer of Employment Letter 






(i)
The Date






(ii)
The Name and Address of the Employer






(iii)
Four Paragraphs






(iv)
Your Signature






(v)
The Word Enclosed

METHOD OF INSTRUCTION:
Lecture 

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL FOUR
PO: SENSIBLE LIVING 

PO/EO:
406.03a

ENABLING OBJECTIVE:
Identify the components of an offer of employment letter.


REVIEW

PO/EO:
N/A

ENABLING OBJECTIVE:

N/A

INTRODUCTION

WHAT:
During this period, you will be taught how to write an offer of employment letter.

WHY:

As level four cadets, you are now at that age when having a summer or part-time job is 



important. Therefore, knowing how to properly write a letter of employment will help you

 

in getting that summer or part-time job. 

WHERE:
This information will be of use to you when you have to write an offer of employment 

 

letter during period two of this EO.

TIME
BODY
NOTES

STAGE 1
OFFER OF EMPLOYMENT LETTER


1.
General:

Some places to which you apply may not have job application forms. In 

 
this case you should write a covering letter. Since you use this letter to 

 
officially offer your services, it must be very convincing and well 

 
structured.

2.
The Components of an Offer of Employment Letter:

The offer of employment letter is normally composed of the following:


a.
The date;


b.
The name and address of the employer;


c.
Four paragraphs;



(i)
The First Paragraph:



In the first paragraph you may explain how you learned 

 


about the job opportunity (newspaper, a friend, employment 

 


centre, etc) or you may simply offer your services directly.

 

(ii)
The Second Paragraph:



The second paragraph is used to present yourself and 

 


describe why you are interested in this specific job 

 


opportunity. Remember that an employer pays more 

 


attention to candidates who seem genuinely interested. You 

 
 

must also take the time to describe abilities that you have 

 


that would help you perform if you are chosen. 

 

(iii)
The Third Paragraph:



Use the third paragraph to indicate that your resumé and all 

 


other significant documents (diplomas, letters of reference, 

 


etc) have been annexed to this letter. It is also

 


recommended that you inform the employer that you are 

 


available for an interview at the employer’s earliest 




convenience.

 

(iv)
The Fourth Paragraph:

 

The fourth paragraph contains your greeting, and if you wish, 

 


you may express your wish to meet the person responsible 

 


for personnel selections. Give your phone number or a 

 


phone number through which you can be reached.


d.
Your signature; and


e.
The word enclosed.

 

Write enclosed in the bottom left corner of your letter to indicate 

 

that other documents are annexed (attached) to your letter. You will 

 

probably only need to add your resumé  to your letter. It may 

 

happen, however, that an employer requires you to add your letters 

 

of recommendation or copies of your diplomas.


                                 PERFORMANCE CHECK

Test Details –
The cadet will have to identify from memory the components of an offer of employment letter.

1.
During period two, the cadets will write their own offer of employment letter using the 

 
guidelines covered in this EO.

33 MINs
                                       CONCLUSION

SUMMARY:
A.
In this lesson, you have learned how to write an offer of employment letter. 

RE-MOTIVATION:
A.
Comment on student performance. (Identify strengths and points that

 


require improvement)


B.
As level four cadets, you are now at that age when having a summer or 

 
part-time job is important. Therefore, knowing how to properly write an 

 
offer of employment letter will help you in getting that summer or part-time 

 
job.

C.
Your next lesson is PO/EO 406.03b, where you will be actually writing an offer of employment letter.
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