


Your address�T: ...............   -   E: ................... 





Your name








Contact name�Contact job title�Company name�Company address �Company address  �Company address �


Date (Use this format: ‘23rd April 2012’)���Dear Mr / Ms ...............��Please accept the enclosed resume as my application for your ................. position, which you advertised yesterday on the www.dayjob.com website. After reading the job description in detail, I feel that my work experience to date has equipped me with a vast array of relevant skills which would make me an ideal candidate for your position. ��I am very eager to put all of my considerable skills in areas such as ................, ..............., and ....................to use on behalf of your company. Added to this I believe that my personality, positive outlook and commitment to quality combined with a responsible approach to work would fit in very well with an ambitious organisation like yours. ��My areas of expertise include ................., as well as ........................., and as you will be able to see from my CV I am also an award winning and accomplished individual with a strong desire to succeed and lead others to success. Indeed with my present employer I have the distinction of being an individual who is energetic, hard working, and effective. ��On a more personal level I am open to any situation that is challenging and which tests my abilities, and with my work colleagues I have a reputation as being a fast learner, who is dependable, organized, and computer savvy.��In closing I would like to say that I would very much like to bring my knowledge and experience to work for your company, and am keen to schedule an interview with you so that we can discuss my application in greater detail. ���Yours sincerely���Your name 








