23 Friends Way
St Michael’s Mount
Somerset 

SM11 5ZZ
13th August 2003

Miss M. Mouse, Group Manager

Downtown Hotel Ltd

Downtown
Lakeside
Cheshire
CH1 1YY
Dear M. Mouse
SALES SUPPORT

I am relocating to St Michaels’ Mount at the end of August and wish to apply for the above position which you currently have available. Please find enclosed my Curriculum Vitae for your attention.

I have extensive previous administrative experience in an office environment gained whilst working with both National Westminster Bank and Abbey National plc. In both these jobs I demonstrated my ability to work effectively under pressure, always paid meticulous attention to detail and developed excellent communication skills with a wide variety of people at all levels. Keyboard skills were also a vital part of my work, as was the ability to work well as a successful team member. I am sure with all the relevant practical experience I have I will make a valuable contribution to your team.

I would like to take this opportunity to thank you for your time and consideration, also would be pleased to meet with you to discuss my application in more detail and look forward to hearing from you in due course.

Yours faithfully 

Donald Duck
Enc

