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

Begin by massaging the company or readers’ ego or detail what appeals to you about this job. As such, I am delighted/excited to be applying for this role and enclose my Curriculum Vitae for your consideration.

You will see from my enclosed CV that I am a highly professional <current job title> with xx years’ experience gained working in type of industry or across a variety of industries where I have list relevant contributions, e.g. cost savings/made money/improved efficiency/new initiatives/implemented and delivered projects that have significantly impacted bottom-line profitability/added considerable value.  

In addition, I have first-hand knowledge of list relevant areas of advertisement, e.g. managing xx sized teams and/or budgets/strategic inputs/growing or starting up businesses/turning around under-performing divisions etc.  

Some of my recent successes 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:
To enhance my application further, I have list other relevant skills as outlined in the advertisement/job specification, for example, proven negotiation and influencing skills, an innate ability to motivate large teams of people to meet/exceed company and personal objectives. Provide evidence where possible.

I am confident that I would make a valuable contribution to <Company Name> and I would welcome the opportunity to discuss my application in more detail. I will call you on <date> to establish when our schedules will permit a face-to-face meeting. In the meantime, please do not hesitate to contact me.

Yours sincerely

Full Name

Enc CV

