Covering Letter Template

15 Happy Place
Any town

Anywhere

AN15 3ES

01234 567890

Mr Anderson

ABC Sales

Alpha Road

Busy Town

Everywhere

BU12 6DT

Dear Mr Anderson

Trainee Sales Consultant

I would like to apply for the above vacancy that was advertised in the Everywhere Mail on 16 July 2009.

I recently completed my Business Studies course, which I really enjoyed and I am very keen to find business-related work. I took part in two work experience placements during my studies, both of which were in a professional business environment. I learnt a lot from these placements about the way business are run and the different job roles available.
I also visited organisations such as PQR Holding and Royal Halifax Bank on a range of projects relating to business skills.

I have always been a hardworking and responsible student and this year I was voted onto the College council. I enjoy working with people and have a good telephone manner.

I have enclosed a copy of my CV for your attention. I am available for interview at any time and look forward to hearing from you soon.
Yours sincerely

Jordon Clarke
