Job Application Letters

Example Letter

21 Kiwi Rd

Wellington

29 February 2000

Ph (04) 555 4545

Ms S. Mile

The Human Resources Manager

Healthy Habits Ltd

PO Box 123

Hamilton

Dear Ms Mile

I would like to apply for the full time position of accounts clerk at Healthy Habits as advertised in the Courier of 25-02-00.

I am interested in working with this company as I believe that there is a growing interest in health products. I feel that my computer skills and Business Diploma would be useful for this position.

I enclose copies of my qualifications and a curriculum vitae, as well as a personal reference. I am available for an interview any afternoon after 1.00pm as my current employment is part-time.

I look forward to hearing from you.

Yours faithfully

(Ms) Kelly Smith

