CARTAS DE PRESENTACIÓN EN INGLÉS

Modelo 1. Persona que acaba de terminar sus estudios universitarios y envía su curriculum y carta de presentación a empresas donde sus conocimientos pudieran ser de utilidad.

June 24, 2001
 
JOHNSON COMPANY
303 Milestone Street
Miami,FL 33100
 
To whom it may concern:                                                         
I recently finished my studies in Miami University and obtained a Bachelor's Degree in Industrial Engineering specialized in Business Administration.
As a professional, I want to concentrate my career in the areas regarding Distribution or Logistics and be part of a global company that is an industrial leader and contribute to a growing organization as yours.
Therefore, I would like to offer you my professional services to assist in any administrative or engineer position that could be available in your company.
I'm a self-motivated, willing to learn and work candidate. I appreciate your time and look forward to speaking with you, enclosed you will find my resume for your consideration.
Sincerely yours
Modelo 2.  
June 10, 2002

 

Mr. Carl Smith

Human Resources Manager 

SAPSA CORPORATION

P. O. Box 368

London

Dear Mr. Smith:

As you know, your company is a leading institution within its sector that contributes in the creation of value to this country.  In that sense, I have great interest in becoming a member of your winning team and I took this opportunity to enclose my curriculum vitae for your review and consideration for current or future opening.

You will notice that my professional knowledge since its beginning has been in the financial environment which is adequately complemented with my studies in Economics. Therefore, I consider that with my experience could become a potential asset to your institution.

If you need any additional information, please do not hesitate in contacting me at 854230​2644 (home), 854269-8625 (office) or by email analopez@hotmail.com. I will be glad to meet and hear from you soon.

Best regards,

Ana López
Modelo 3.  Si nos queremos ir fuera
Tu nombre

Dirección

Teléfono (incluye prefijo internacional)

E-mail 

 

Human Resources Manager

Ciudad a la que mandéis la carta, país a la que mandéis la carta

 

 

Dear Sir/Madam,

 

I am currently in my third year of studies at the XXXX University of Madrid and currently performing an Erasmus stay in Birmingham, UK. 

I will graduate in August 2009 by the XXXXX University of Madrid, plus having the Title YYYYYY. I am required, in my course, to perform a training period of three months, working full time, or six months as part time work

As you can see in the accompanying Curriculum Vitae, I already have experience in positions with intermediate responsibility, as Tourist Guide for XYXYXY, Spain (accompanying and supervising senior citizens to their holiday accommodation) from January to July 2008, and as Director's Secretary for ZZZZZ Spain (Customer service, renting of apartments for short stays; using a computer daily; managing subordinate tasks, which included selection of apartments to rent, arranging visit time, and billing) from November 07 until August 2008.
I lived in several cities and countries (países en los  que hayais estado) and I have therefore learned how to adapt easily to new situations and cultures. My strengths are: I am punctual, disciplined and a very organized person, who is not afraid of new challenges or .new tasks.

I speak fluent Spanish, (añadir idiomas que habléis con fluidez), and basic (añadir idomas en los que tengáis conocimientos básicos) and I have good computer knowledge.

I do believe I would be particularly suitable for the position as management trainee because of my language skills, together with my customer care skills and experience of working under pressure and managing employees.

I am very much looking forward to meeting you and I am available for an interview at your earliest convenience, either in person or by phone, to further clarify the details of my Curriculum Vitae if needed.

I appreciate your time and consideration and hope to hear from you before the DD(st, nd, th) MM as I need to take a decision by then as to what I shall be doing during the summer.

Nombre Apellidos (y firmado) 

