

2 Pott Street

FERNWAY   SA   5212

31 July 2003
(3 spaces)

The Manager

Globox Industries

2 Buckle Road

MOONGLOW   SA   5717



Dear Sir/Madam


Notice that city and state is in capitals 3 spaces between




Salutation


I am applying for the position of clerk that was advertised in the Border Morning Herald on 27 February 1999.

I have completed a 10-week course in business studies with Anderson Business College and am currently doing clerical work experience in the Accounts Section of the ColeMart Store in Fernway.  I am keen to find a full-time clerical position.

In December 1997 I worked as a sales assistant in Manson’s Hardware Store for two months.  Manson’s employed me again as an accounts clerk during their busy period in December 1998.


My resume is enclosed.

I am confident my skills, previous work experience and school studies will enable me to perform the duties of the position well and I am available to attend an interview at a time convenient to you.  I may be contacted by telephoning (08) 8777 9999.


Yours faithfully
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Jo Citizen
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