Room 354, Block 6

Susan McGovern

3333 Long Street

23456789  Littletown, DD

Little Business Center 

7777 Long Street

45678912  Bigtown, DD

January 44, 2011

Reference:  AQ1234567 of your ad in Bigtown Daily of  January 43

Dear Sir,

I would like to apply for the position offered in yesterday’s ..................................

As a ..........................I.worked for the HHH Company in Bigtown, DD until June 2010. At present I have been out of work for........ . months, which allowed me to attend the GGG training course specializing  on ................ offered by ............in Bigtown, DD. 

For additional information on my background, please see the CV attached. 

Thank you for your time and consideration.

Sincerely,

Susan Mcgovern

Attached:

CV with job descriptions

2 photos

Contact and personal information

