DATE 

(Organisation Name)

Attention: 

Organisation Fax/email/address

Dear Sir | Madam,    (if you have the name of the contact person then use their name) 

I am applying for the position advertised on (website/newspaper/your store window).  

I am interested in working for you  /your store/industry/business because…..     
I am looking for an entry-level position where I can develop my skills in…. 

I am available to work…..( after school hours and on weekends)…….. 

I have attached my resume and I look forward to hearing back from you. 

Regards

Your full name
Your address
Your telephone number 
