
– 2 –
May 24, 2002 


Your Name Surname
Your Full Address
telephone: 
mobile phone: 
email:
Date

Title Initial Surname

Job title

Company Name

Address

Postcode

Reference: Job Reference number

Job Title of position applied for
Dear Title Surname,

Include a brief opening paragraph stating why you are the ideal candidate for the job.

Another short paragraph explains your current status and highlights skills and experience matching the job description.

Keep the closing paragraph positive, for example giving details of your availability for interview or notice period.

Yours sincerely 

(or faithfully if addressed to Dear Sir/Madam)

Signature

Print Name

