

Information Classification: CONTROLLED

YOUR ADDRESS AND CONTACT DETAILS 

Employers address Line 1
Line 2
Line 3

Dear (NAME)
	         I am writing in regards to the advert I have seen (in the local paper / on website etc).  Or, if you are approaching them speculatively then say why you are approaching them, e.g. you have heard they are a good successful business and you would like to send your CV in case they have any vacancies or apprenticeships in the future.     
Then go onto to say what your situation is….
 I am currently (working /in college/ unemployed) and am looking for find work within this industry. Explain reason for this e.g. Why you’re interested, what skills you have that would be relevant etc 
Then say that you enclose details of your relevant experience and look forward to hearing from them. 

If you know the employers name then end with:
Yours sincerely,

If you are writing Dear Sir or Madam you end with: 

Yours faithfully






