Full Name

Address

Address

Post Code

Tel: 

Date
Mr/Mrs Full Name

Title

Company Name

Address: Line 1

Address: Line 2

Postcode

Dear Mr/Mrs Surname

I have been researching the market for dynamic, forward thinking <industry/sector> firm with a good reputation in the marketplace. <Company Name> is recognised as a leading player in the industry and I am writing to establish whether you have any openings for a <job title>.

I am an enthusiastic, career driven graduate with <list education details> from <Name of University/College/School>. During my studies, I have found <name subjects> to be the most rewarding and would be very eager to begin my training in one of these disciplines.

Additionally, I have gained valuable commercial experience in both full and part-time positions. <Expand on your experience and what skills and experience you have gained>. 

<Provide details of your core skills, for example: I have excellent language skills, being fluent in French and Russian, coupled with a good understanding of Spanish. I am a strong communicator and team player, and work well in a team and on my own initiative>.

As someone who is diligent, dedicated and hard working, I am confident that I would make a valuable contribution to <Company Name> and I would welcome the opportunity to discuss my application further.

I look forward to hearing from you soon.

Yours sincerely

Name

Enc CV

