Your own details: - 
Name
Address
Town/City

Postcode

Country

Date

Employers’ details: -
Name

Address
Town/City

Postcode

Country
Dear Mr/Mrs xxxx,
NAME OF POSITION APPLYING FOR INCLUDING POSITION REFERENCE IF APPLICABLE

In response to the above position please consider my enclosed CV.
First Paragraph 
Explain in brief why you are interested in the organisation you are applying to, the specific position and type of work in general.
Second Paragraph 
Refer to your CV. Pad out some of the achievements that are most relevant to this position.
Final Paragraph 
Highlight why YOU are particularly suited to the position.
I am available for interview or further discussion at your convenience and look forward to hearing from you.

Yours sincerely,
Your name

NAME


