23 April 2003

The Manager,

Wilson Electronics,

Marshall Place,

Newtown.

Dear Sir or Madam,

Office Assistant

I have enclosed an application form for the above job.  I do hope that you will consider it carefully.

I have always been interested in working in an office.  I have good writing skills and I have just finnished studying a course in Information Tecnology.  I like working as part of a team and seem to get on well with people.  I can also work on my own to carry out any task set out for me.  I can present myself well in public.

Yours faithfully,

