Flat1

21a Your Road
Mr.  Jo Sweeney
Your Town
Manpower Ltd
Your Post Code
123 South Bank
London
SE1 6PY
       

Date: 06-05-2007
Dear Sir or Madam
Reference Number ABC – Kitchen Porter
I am writing to introduce myself and to enquire about you advertisement in the Sunday times dated 06-05-07 calls for a number of the skills I have acquired during my previous employment.
I am aware of Heath and Safety Practices.
My Curriculum Vitae is enclosed to demonstrate my personal qualities, previous experience and to provide you with an indication of my potential to become a productive team member.
In these competitive times, any help available to obtain employment is most welcome.
I thank you in advance for your kind attention and I look forward to hearing from and meeting with you shortly and should you require any further information, please do not hesitate to contact me.

Best regards  

Your Name






Your Name








