
Career Education - Parkes High School – ‘Inspiration-Innovation-Inclusion’ 
INTRODUCTORY LETTER
It is important to write a covering letter saying that you would like to apply for a job, and to attach a Resume.

	Date
	(
 
	22 February 2019







	Get the address right
	(
	Mr L Glow

Globox Industries

2 Buckle Road

PARKES   N.S.W.  2870



	You should put the person’s Name.

Use 'Sir / Madam' only if you don't know the person's name

	(
	Dear Mr Glow,

	Refer to the job and

where and when you first saw it advertised
	(
	I would like to apply for the Work Experience position of Clerk as advertised on the Parkes High School’s Careers Web Page, March, 2019. I wish to undertake this during Term 3, Week 5. (19 -23 August)

	Promote your suitability for the job

	(
 
	I consider myself to be a most suitable applicant for the job because of my previous work experience in this field and my relevant school and TAFE studies. 
I am an honest, trustworthy and reliable young person who has the capacity to adapt to any work environment. 

	
	
	

	Include details of relevant work experience, including vacation work
	(
 
	In December 2017, I worked as a Sales Assistant in Manson’s Hardware Store for a period of two months. Mansons employed me again in December 2018 for a month as an Accounts Clerk.

Having completed a 10 week Office Administration Course and a month's clerical experience, I am very interested to learn more about office and business administration.

	Direct the employer to your Resume
	( 
	A Resume giving my personal details, qualifications and work experience is enclosed.  I would be pleased to attend an interview at a time convenient to you.

	Use "Yours sincerely" if you start with the person's name. or "Yours faithfully" if you start with Dear Sir/Madam

	 (
	Yours Sincerely,

Victoria Tryer


	Sign and print your name.
	(
	(Ms) VICTORIA TRYER



	Your address, phone number 
	(
	45  Fern Street

PARKES   N.S.W.  2870

Phone: (02) 6862 7779
Encls.


