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Your Name

Your Address
Your Tel.:
Your E-mail:
To whom
Name
Address
Date

To whom it may concern,
RE: Job .../ Position as...

I'm highly motivated candidate willing to fulfil a challenging part- time job while T am
studying in Australia.

As my CV shows, I already have gained some/ lot/ work experience. In the past my
experience was focused on marketing/ hospitality/ customer service/ sales. In these jobs, I
learned how to adapt to customers expectations and deal with a wide variety of different
people. Ihave also completed my studies in my home country as

1 consider myself to be a quick learner, open-minded and responsible. I am also proud of
myself on being creative, eager to learn, motivated and flexible. With my attention to detail
and being driven to work hard, I can offer support to your team.

If you need any further information, please do not hesitate to contact me.

I look forward to hearing from you soon.

Sincerely,
Your Name
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Return address
Current date

(428 retours)

Mr. David Robbins
The New Day Residence
P.0. Box 1047

Bytown ON  KOA INO

Dear Mr. Robbins:

Tam writing to apply for the position of part-time Resident Assistant which was listed with the career
Placement Office at City College.

T worked with handicapped children in a previous job at the YMCA Day Camp. I found this
experience very rewarding. I was also volunteer at a day care centre. I like working with youngsters
and plan to make a career of teaching and counselling children.

Thave enclosed aresume which summarizes my experiences and qualifications. T would like to have
the opportunity to discuss this position in a personal interview, and would be pleased to meet with
you at your convenience. I can be reached evenings at (212) 315-8022.

Sincerely,

(5 retours)
(Signature)

Your name, typed

Enclosure
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Here is a sample Cover Letter for Chartered Accountant Job.

Your Name

Your Address

City, State, Area Code

Your Email

Your Phone #

Date

Employer Name

Company

Address

City, State, Area Code

Dear Mr. /Ms. Last Name,

| am writing to your company after viewing an advertisement for a job as a chartered accountant which is
currently open in your company. Attached to this letter is my resume, which will provide you further
information of my education, hobbies, and work experience.

| have completed my articles from a reputed organization and | look forward to join your firm as soon as
possible. In my previous positions as a chartered accountant | have handled (Write work experiences
here). Not only that, also in my experience | also have extraordinary communication and managerial
skills.

| wish to meet you personally so that | can discuss with you about my qualifications and experience. If the
company requires then | am also ready to relocate for this job. You can contact me through my personal
e-mail address or phone number | have given above.

Thanks for your consideration.

Sincerely,

Signature,

Typed name




