[image: image1.png]|am writing in response to your advertisement in the Student News
dated 12th May.

Thank you for taking the time to consider my application.

I.am writing with regard to the vacancy in your London branch as
advertised in yesterday’s Student News.

Iwould appreciate the opportunity to broaden my work experience.
I have no experience of working in an office, but I have worked as a
part-time sales assistant in a department store.

1 have been responsible for duties such as customer service and
stock taking.

As far as my personality is concerned, | am hardworking and
patient.

I am capable of working both as a member of a team and
independently.

Ifyou wish, | can provide a reference from my previous employer.

| am available for an interview at any time:

I look forward to hearing from you.
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lam writing in response to your advertisement n the Daily
News on 18th January for the part-time position in your
Accounts Department for which | would like to be considered.

1 am a seventeen-year-old student currently studying for
my ‘A" levels at Lofton College. | plan to follow a career in
Accounting and so this would be a perfect opportunity for me
to gain some valuable experience.

| have some previous experience of office work gained
while working as an Office Assistant for Blackwells Solicitors
last summer. My duties included filing, answering the
telephone and some typing.

| believe | am a hardworking and sensible person. | am
also honest and reliable and can be trusted to act responsibly
and maturely.

| hope you will consider my application. | look forward to
hearing from you in due course.
Yours faithfully,
Rachel Brown




