Mr/Mrs Full Name

Address: Line 1

Address: Line 2

Postcode

Tel:
 Best contact

Date
Mr/Mrs Full Name

Title

Company Name

Address: Line 1

Address: Line 2

Postcode

Dear Mr/Mrs Surname

Ref: Vacancy Title/Reference

<Company Name> is a company that I hold in high regard and one that I have followed closely over the years due to <provide reason>. In response to your advertisement placed in <xxxxxxx> for a <job title> on <date>, I am writing to apply for the position.

I am an ambitious, results-oriented <xxxxxxx> with a highly successful career in the <sector name>. Currently, I am <current job title> of <company name> responsible for list main areas of responsibility relevant to job being applied for, e.g. manage a team of xx, a budget of £xx. 
My major accomplishments include draw on your most relevant achievements in respect to the role being applied for (do not list verbatim from your CV). Focus on your involvement and the outcome or business benefit. Quantify wherever possible:
· Achievement one
· Achievement two

I have strong <list skills relevant to advertisement> and provide details of where these skills have been demonstrated.
As someone who is a self-starter, team oriented with an outstanding track record of achievement and success, I am confident that I would make a valuable contribution to <Company Name>. I would welcome the opportunity to discuss my application further and look forward to hearing from you soon.

Yours sincerely

Full Name

Enc CV

