Your name

Your address
Date
Name of person you are applying to
Company name

Address

Dear Sir / Madam

My name is _________ and I am currently attending year 12 at ABC College.    I am looking to commence a traineeship in the …………….. industry as a  school-based apprentice.

I have been gathering my skills in the …………….. industry through work experience and casual employment as you will note in my resume.  I can offer an employer honesty and reliability and a commitment to learning the necessary skills to succeed within this field of work.  I have very good communication skills and demonstrated my qualities as a valuable employee through my past work placements.  I am a (insert a quality you have) person and would enjoy working in your company as part of a team, or in an autonomous role.
Please find attached my current resume that gives further details on my skills and experience. I can be contacted on 0400 000 000 to arrange a suitable time for an interview. 

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
