
 
Tema: “Letters of Recommendation”  

 

 
1. Read the letter of recommendation that follow and identify the main parts of each. Then, do 

the following activities:  
a. Identify the introduction, body and conclusion of this letter.  
b. What is the purpose of the letter? Explain 

 

 

 

 

 
COLEGIO SANTA MARTA 

 
GUÍA  DE INGLES 

 

 
Guía deAprendizaje 

 
Prof.: VerónicaAraneda 
 

Name:   

Date:   Curso:  3rdmedio ____ 

Objective Comprehending what a letter of recommendation is.  

INSTRUCTIONS  Solve the activities in your copybook.  
Do them and check them immediately with the answers.  
Do not send me this file. Contact me if you have questions.   
 



Glossary: 

 Sensitivity: an ability to understand what other people need and be helpful and kind to them. 

 Leadership: the set of characteristics that make a good leader. 

 Successful: achieving the results wanted or hoped for. 

 Bossy: controlling; someone giving too many orders. 

 Pursuits: activities. 

 To seek out: to search. 

 Grasp: understanding 

 To comply with: to meet requirements. 

 Diligently: in a way that is careful and uses a lot of effort. 

 Commitment: dedication, engagement. 

 Staff: personnel. 

 Stock: supply. 

 Achievable: possible to do. 

 

2. Write the words of the glosssary in Spanish.  Try to get their meaning from the context. If 

you cannot do it, use a dictionary.  ( the answers are at the end of this handout)  

 

3. Now that you have read this letter. Answer the following questions:  
 

a. What is a letter of recommendation?  
 

b. What information does it contain? b. What is its purpose?  
 

 

It is probable that you have to write a recommendation letter as an evaluation in May. 

Therefore, study the expressions below.  

 



 

 

 

 

 

ANSWERS 

item 1 :  

a. Introduction:  Dear Mr. Johnson  

       Body :  desde  “I have the pleasure… hasta online magazines”.  

        Conclusion:  desde “I am certain hasta @gmail.com “  

b. The purpose of this letter is recommending Jessica for the job position.  

 



Item 2 

 sensibilidad.  

 liderazgo  

 exitoso  

 mandón / mandona  

 actividades  pursuit: perseguir  

 buscar  

 comprender, entender, “agarrar”  

 cumplir con  

 diligentemente . 

 comprmiso  

 personal, staff  

 suministro 

 posible de hacer, alcanzable . achieve: alcanzar  

 

Answers item 3  

a. A recommendation letter is written by a previous employer, professor, colleague, client or teacher. 

It is designed to offer information about your character and work ethic. A recommendation letter is 

very helpful in the working world and may help you to get the job of your dreams. 

b. A recommendation letter should include information on who you are, your connection with the 

person you are recommending, why they are qualified, and the specific skills they have. Its 

purpose is that the person that is recommended can get the job or scholarship they are applying 

for.  


