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ELITE SELECTION
Services




SPECIMEN COVERING ANSWERING ADVERTISED VACANCIES

(Please remove this header before saving your letter)


Your Reference: SUPERJOB/007
Your  Address here

Your Street
Your Town
Your County

Your Postcode

01234 567890

29 July, 2004
Mr Martin Grant

Professional Boss
The Best Company-in-the-World
Wise Street
Toptown

Northampton
NN1 5BT


Dear Mr Grant

Please find enclosed my CV in application for the position of [Job Title] advertised in [Magazine or Paper Title and date].

As you will see from my career details, I have extensive experience of ____________________ including:

· [Experience 1]

· [Experience 2]

· [Experience etc]

I am currently employed at [Company Name], where my most recent achievement has been to _________________________________.  The resulting benefit to the company was _____________.

I enjoy _______________________.  I see it as my responsibility/role/duty to ___________________.

I believe that your vacancy offers the opportunity I am looking for to __________________________.  May aim is to _______________________.

I would be happy to discuss my application with you further and look forward to hearing from you.

Yours Sincerely

Brian Baldrick

Enc. CV

[image: image1.jpg]