 Your Address

Town

Postcode

Phone number

E-mail

Today's date
Human Resource Manager

The Company's Name

Address

Town

Dear Sir/Madam if you don't know the name of the person
Title of the job you are applying for
Body of the letter. What job and where did you see it advertised.

What qualifications you have and why you are applying.



Yours If you have used the person's name then finish "Sincerely" otherwise "Faithfully"
Type your name here
