Personal details of sender 
Add 1
Add 2
City 
County
Post code 



First Name Surname
Company name 
Add 1
Add 2
City, 
County
Post Code 

Date sending letter (i.e: 14th July 2020) 


Dear Ms/Mr Surname (or Dear Sir or Madam if unknown)


RE: Job title/reference

Introduce yourself and explain why you are writing, mention the Job Title.

Explain the skills you have and why you think they are relevant to this role.

Explain how your previous work experience is relevant to this role.

I would be delighted to discuss my experience and qualities further.  My full contact details can be found on my CV, which is enclosed.

Thank you for taking the time to read my letter, and I look forward to hearing from you if I am to be considered for the role.


Yours sincerely (if you know who you are sending the letter to)
Yours faithfully (if you are writing to Sir or Madam)





Your name

Enc.

