Joe Bloggs
17 Yellowbrick Rd,

Windymount Vic 3036

M: 0412 345 678

E: j.bloggs@hotmail.com
13 April 2008
The Manager - Sam Theman
ABC Company
123 Blue Avenue,
Melbourne Vic 3000

P: 03 1234 4567
F: 03 9876 5432
Dear Mr Theman,
Re:
Retail Assistant position – Job ID: 123456
I am applying for the job you have advertised on the 13 April 2008, as I have the skills and experience required.
I am interested in working at ABC Company because .....................................................……………………...
Having previously worked as a Retail Assistant I have gained the following skills and I am confident that I can apply these to the position you have available.
My referees will agree that I am ………………………………………………………………………..
Please find my resume attached for your reference and I look forward to hearing from you to arrange an interview.  Please contact me on 0412 345 647 and thank you for your time and consideration.

Kind Regards,

Joe Bloggs

Joe Bloggs

