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 am writing to apply for the post of ........ advertised in yesterday’s issue of ..................

Currently I am working for ................. where my responsibilities include................ , but I would like to leave my job in order to gain additional experience in ............  As to my general preparedness, please check the CV attached.

I would be happy if you  could let me have an interview.

Yours sincerely,

S. McGovern

Attached:

CV with job descriptions

2 photos

Contact and personal information

