Full Name

Address

Address

Address

Address

Tel: 

Date
Mr/Mrs Full Name

Title

Company Name

Address: Line 1

Address: Line 2

Postcode

Dear Mr/Mrs Surname

REF: XXXXXXXXXXX

I am writing with reference to your advert for the position of <job title> and enclose my Curriculum Vitae for your consideration. Provide details of your core experience and/or studies (for example: I have recently completed a master’s degree in Finance at the London School of Economics and also possess a degree in Business Administration).  

I am looking to secure a challenging position where I might have the opportunity to practically apply the theory learned at university within the workplace, and further develop my skills within a forward-thinking business environment.

I would be able to provide support within <type of environment> through:

· List three or four key skills and strengths in relation to the role (for example: compiling data, issuing reports and providing analysis on organisations and consumer data). 

I also possess experience of working within a fast-paced commercial environment. My work experience to date has enabled me to develop <list key skills relevant to the role being applied for> (for example: effective time management and customer facing skills, applying meticulous attention to detail to complete assignments within strict deadlines). I possess strong communication and interpersonal skills as well as a great deal of energy and enthusiasm. I enjoy working within a challenging environment.

My experience and achievements, I feel, would create a positive impact upon your organisation, and I would welcome the opportunity to discuss my application further. I am highly committed to developing a career within an organisation that will allow me the opportunity to progress as I achieve my goals. 

Should you require any further information please do not hesitate to contact me.
I look forward to hearing from you soon.

Yours sincerely

Name

Enc CV
