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

Date (Use this format: ‘23rd April 2012’)


Dear Mr / Ms ..................

I saw on the www.dayjob.com website that you are advertising for a ................ I would like to be considered for this position, as I feel that I have all the required skills and experience that you are looking for. 

You will see from my enclosed CV that I match your requirements precisely. Overall I have worked in the ............... sector for over ........... years and have extensive knowledge of ................., .................., .................. and also ................... 

With my present employer I am known for my high work rate, positive attitude, and expertise in key areas such as ................., ................ and .................. Without wishing to sound boastful I am proud to also say that I have played a significant role in the success and growth of all the companies that I have ever worked for. My present employer will confirm my ‘do whatever it takes’ attitude to getting things done.  

I would also like to state that I am keen to work for you for two other reasons, firstly your company has a reputation for attracting and retaining the most talented staff, and secondly I will have an opportunity to work for one of the leading companies in the .............. field. In short it would be an honour for me to be on your payroll.  

I would like to thank you in advance for considering my application and I would very much like an opportunity to meet with you personally to discuss my candidacy further. 


Yours sincerely


Your name
Your address
Your address
Your address
T: 
E: 
