Letter to send to a company to find out if they have any jobs available
Your address

Street,
Town.
Postcode

Name of person you are writing to,
Name of Company,
Street,
Town.
Postcode

Date

Dear_____________,

I am writing to you regarding any employment opportunities that _____________ may have for a _____________. 
As you will see from my enclosed CV, I have had considerable experience of working with people from a variety of different backgrounds. I am a _____________ who is skilled at _____________.

The skills I have developed through work experience include _____________.

My relevant qualifications are _____________ which I obtained from Westminster Kingsway College and _____________.

I believe that my skills and experience could be of value to you, and welcome the opportunity to discuss this with you further. 

Yours Sincerely, (if you know the name of the person you are writing to)

Yours Faithfully, (if you do not know the name of the person you are writing to)
Your Name

Letter to reply to an advertisement 
Your address

Street,
Town.
Postcode

Name of person you are writing to,
Name of Company,
Street,
Town.
Postcode

Date

Dear_____________,

I am writing in reply to your advertisement which I saw in _____________, requesting applications for the post of _____________.

My most recent position was as a _____________ at _____________. I found this job helped me to work on my own initiative as well as providing the opportunity to develop my skills in ​_____________. I especially enjoyed _____________.
I am eager to continue my career in _____________, and I believe that I have the qualifications and experience required for this position. I have recently completed a qualification in _____________ at Westminster Kingsway College and feel confident that I could make a valued contribution to your company. 

Thank you for considering my application, I look forward to hearing from you in the near future.

Yours Sincerely, (if you know the name of the person you are writing to) or

Yours Faithfully, (if you do not know the name of the person you are writing to)
Your Name

