


Your address�T: ........................., E: ...........................





Your name





Contact name �Contact title�Company name�Company address �Company address ��Date:  (use this format: ‘23rd April 2012’)





Dear Mr / Mrs ..................��I am submitting my enclosed CV for your consideration regarding the  .................... vacancy which I saw advertised yesterday on the www.dayjob.com website.��My career to date has provided me with invaluable knowledge in those key areas that you are looking for, namely ...............,  .................., and ...................... The skills I have developed are highly applicable to your advertised position, leading me believe that I can make a substantial and immediate contribution to your company. � �Right now I am looking for a suitable role which not only fits my abilities but also matches my future career ambitions. I would very much like to join a reputable and forward thinking company like yours where apart from contributing to the success of your business I can also learn valuable skills and also be given the opportunity to advance my career.��I possess a powerful combination of proven ability, expertise, solid communication skills, and extensive hands on experience.  I can work well under pressure, am reliable and carry out tasks in a thorough, precise manner. Some of other the key strengths I can offer you include:


(Give a brief sentence i.e. ‘Drive and determination to exceed set targets.’)


(Give a brief sentence i.e. ‘Able to develop and enhance business processes and staff performance.’)


I would also like to state that I have researched your company and was greatly impressed by its reputation not only amongst your customers but also with your competitors.   ��I look forward to the opportunity of meeting with you to learn more about your firm, its plans and goals, and discussing how I can contribute to its continued success. In the meantime I would like to thank you in advance for your time in considering my application. ���Yours sincerely���Your name








