Address1, 

Address2,
Address3.
Contact No: -----------
Date:

Advertised Reference.

C.V Enclosed

To Whom It May Concern:
I am applying for the position as advertised:

Explain a bit about yourself and why you are applying for the position.

Explain briefly about your skills especially if they relate to the position you are applying for.

Try not to waffle on and stick to main points that you can back up in an interview.
Explain that your C.V. is enclosed etc. Keep a good format and use paragraphs.

You’re Type Name Here.

Sign: ____________________

