Your name

Your address
Date
Name of Contact at Company

Company Name (ABC)
123 ABC St

SOUTH BRISBANE   4101

Dear Sir/Madam, (person’s name if you know it)
Re: position applying for
I am writing to express my interest in the position you have advertised for a (name position) and where advertised eg, in The Courier Mail on (date you saw the advertisement) e.g. 23 October 2006.
My previous experience in the (mention related experience from workplace) has given me excellent workplace skills which would be an asset to (name company you are writing to).  
I am honest, reliable, friendly and easy to get along with, as well as being a quick learner. I possess excellent communication skills and I am well presented.
Due to my previous experience in the (name industry) I believe any employer would strongly benefit from my employment.

 

Please find enclosed a copy of my current resume. I can be contacted on 0400 000 000, to discuss this opportunity further.

Thank you for considering my application and I look forward to meeting with you soon.  

Yours faithfully (if name not known), 

or

Yours sincerely (if name is known)
[Sign here]

Your name
encl.

