MOTIVACNI DORIS V ANGLICTINE

Napsat formalni dopis se mize zdat pomérné snadné, v anglictin€ je ale tieba pouzit spravné
Casy. Na popis ziskanych zkuSenosti se pouziva piedpfitomny cas (Present Perfect) nebo
prosty minuly ¢as (Simple Past), obecné informace piste v prostém ptitomném cCase (Simple

Present). Vyuzivejte riznorodé spojovaci vyrazy (but, still, however, as, because, as long as,
though, in spite of...), snazte se je vSak neopakovat.

Dopis miiZete uvést nasledujicimi frazemi:

| was interested to see your advertisement for (position) in (paper) / on (site).

I noticed with interest your advertisement for (position) in (paper) / on (site)

| am applying for the position of (position), which was advertised (date) in (paper).
(Name) advised / informed me of a (position) that is available at your company.

| was referred to you by (name), who informed me of a (position) that is available at
your company.

Pro popis detailii miiZete vyuzit nasledujicich spojeni:

According to your advertisement, your position requires (skills). These skills 1 have
developed during ... (experience).

Since 2002 / For 2 years | have been working for (company).

| understand the position requires (skills). I ... (details why you meet the
requirements).

| recently graduated from (university) with a degree in (field).

Following my training as a (job title), I spent (time) working for (company).

As (current job) for (company), | have developed my skills and experience as (job
title)

Prior to my current position, | worked for (company), where 1 ... (jobs, tasks, skills).
Throughout my career | have acquired a thorough knowledge of ...

Motivaéni dopis miizete ukon¢it vétami typu:

| would like very much to talk with you concerning a position at your company /
(name of the company).

| am eager to talk with you about the contribution I could make to your firm.

| would appreciate the chance to meet with you to discuss how | could be a vital part
of your company.

I would welcome the opportunity to discuss these and other qualifications with you.

If you would like to schedule an interview or otherwise discuss my interest in this
position, please call me at the number listed above.

If you are interested, please contact me at (number).

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

| am sure my services would be useful to you.



Par rad k osloveni:

Osloveni v motivacnim dopise neni vibec slozité, muzete pouzit ono znamé Dear
Mrs./Miss/Mr. (jméno), pokud vite pfesn¢, komu pisSete. Pokud ale chcete pouzit obecné
osloveni, dejte si pozor, jakou anglictinou budete psat (napt. Dear Sir or Madam — britska
anglictina, Ladies and Gentlemen — americka angli¢tina, To whom it may concern — americka
anglictina).

Naméty, jak napsat nejlepsSi motivacni dopis v anglictiné

Abyste napsali ten nejlepsi ,,Cover Letter®, je potieba, abyste si ho po sob¢ nékolikrat precetli.
Zni to sice jako banalita a samoziejmost, ale v anglicting toto plati jest¢ mnohem vice nez v
cestin€. Pokud si nejste jisti svoji anglitinou, nechte si motivacni dopis rad¢€ji zkontrolovat od
n¢koho, kdo s angli¢tinou nemd problémy. Vyhnete se tim zbytecnému vytazeni kvuli
nedostate¢né znalosti anglictiny a gramatickym chybam.

Snazte se odpovédét na otazky, proc jste vhodni pro danou pozici pravé vy, a co mizete
nabidnout navic. Pfed samotnym psanim je také vhodné se zamyslet, jaké vlastnosti by mél
kandidat na danou pozici spliiovat a dle toho vypichnout své klady. Nezapomeiite ukazat také
svou predstavivost a kreativitu, nebot’ podle motivacniho dopisu a Zzivotopisu vas budou
vybirat na pohovor a je tedy nutné, abyste presvédcili o svych schopnostech a ukazali svou
osobnost jiz v motiva¢nim dopise. Jako piiloha k motivaénimu dopisu se pripojuje Zivotopis v
angli¢ting.

Pokud chcete zadat o zaméstnani v zemich EU/EHP, méli byste znat zvyklosti daného statu.
Zadost o volné pracovni misto se v kazdé zemi riizni. Lisi se typem Zivotopisu, zptisobem
podani zadosti, pozadavky na jejich formu. V nékterych zemich se vyzaduje fotografie, jinde
originaly dosazeného vzdélani, nékde je nutné sestavit doprovodny dopis, jinde je zvyklosti
telefonicky kontakt pfedem. Doporuceni a konkrétni navody k témto dokumentiim naleznete
nawebovych strankéch riznych organizaci:

http://portal.mpsv.cz/eures/prace v eu/zivotopisy,
http://ec.europa.eu/social/main.jsp?catld=738&Ilangld=cs&publd=307 &type=2&furtherPubs=
no

Zdroje:
WWW.nazkusenou.cz
http://ec.europa.eu/eures/home.jsp?lang=cs

http://portal.mpsv.cz/eures/prace v eu/
http://www.helpforenglish.cz/business-english/c2009060602-BUSINESS-04--Jak-napsat-motivacni-
dopis.html
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VZOR

Alexandra Novakova

Koulova 12

12345 Staré Mésto, Czech Republic
Telephone: +420 578 652 147
alexandranovakoval2l@seznam.cz

Mr. Chris Black
ABC.com

5 Norton rd.

12356 Birmingham, UK

April 10th, 2008

Dear Mr. Black,

| am applying for the position of Personal Manager, which was advertised April 5th, 2008 at
your company's website. | am very interested in this position.

From your advertisement, | can see that you are looking for candidates who possess drive and
persistence. My working experience includes the position of Personal Manager in XZ
company that is one of the most successful consulting firms in the Czech Republic. Since |
worked for XZ company for 6 years, | gained valuable experience and various skills. These
include managing skills (I was a leader of a team of 8 employees), organizational, planning
and service skills. Patience, communicativeness, flexibility and responsibility are my
personality traits.

If you would like to schedule an interview or otherwise discuss my interest in this position,
please call me at the number listed above.

Yours Sincerely,
Alexandya Novdkovi

Enclosure:
Curriculum Vitae

Zdroj: www.nazkusenou.cz



