Example of an 18+ speculative letter 

Stephen O’Leary

11 Newrise Walk

Droitwich Spa
Worcestershire

DY2 2YZ

Telephone: 01905 76556690
Email:stevel@coolmail.com
28th April 2010
Mrs J Ramprakash

Human Resources Manager

‘C & P’ Store

Droitwich Spa Retail Park

Droitwich Spa
Worcestershire

DY3 3YZ

Dear Mrs Ramprakash

Re: Retail vacancies at ‘C& P’
I was interested to read in the ‘Droitwich Spa Advertiser’ that you are planning to expand and create 100 new jobs in Droitwich Spa in July 2010. I am writing to ask if you would consider me for a retail vacancy at your new expanded store.

I am 18 years old and will be completing an Advanced Diploma in Retail Business in June 2010. I have enclosed a copy of my CV which gives more information about me including the skills I have developed on my course, for example, team work and my qualifications.

I am very keen to work for the ‘C & P’ group - a project I recently completed, as part of my Advanced Diploma in Retail Business, looked at the ‘C & P’ group as an example of good retailing practice. I was very impressed when our small project group came into the store to find out more about the group and talk to some of your employees in January 2010. 
I would welcome the opportunity to apply for one of the newly created jobs.

I am enclosing a stamped addressed envelope for your reply. I look forward to hearing from you.

Yours sincerely 

Stephen O’Leary

STEPHEN O’LEARY

Example of an 18+ Application Letter     
                           121 Parmenter Way

Redditch

Worcs

B97 4HA

Email: twright@coolmail.com

25th April 2010
Mrs S Zaslinski

Express Accounting

Needle Passage

Redditch

Worcs B97 6DL

Dear Mrs Zaslinski

I would like to apply for the trainee accounting technician opportunity (ref: JC 702/Z), which was advertised in the ‘Redditch Advertiser’ newspaper on the 24th April 2010. 

I am currently in my final year of a two-year A level course in Business Studies and Maths at Kingfisher School. I also studied Music Technology last year to A/S level. I achieved B in Business Studies A/S Ievel, D in A/S level Music Technology and D in Maths A/S level in June 2009. I achieved 8 GCSEs at grades A* - C in July 2008, including A* in Business Studies, B in Maths, B in Music and C/C in English Language and Literature. 

My career ambition is to work in accountancy. I have received two offers of places on accountancy degrees at local universities. However, I would prefer to gain experience and qualifications by working as a trainee with an accountancy firm.

Last year I completed a successful and enjoyable two weeks work experience placement in the accounts department at Vector Engineering Ltd, where I gained an insight into and an enthusiasm for accountancy technician work.

If you need references please contact-:


Mr L Gomez


Mrs S Davies


Head Teacher

Accounts Manager


Kingfisher School

Vector Engineering Ltd


Robin Road


North Moors Moat


Redditch


Redditch


Worcs B97 4HA

Worcs B98 9HH



Tel: 01527 77796

Tel: 01527 77735

I look forward to hearing from you.

Yours sincerely

T Wright

Ms Tessa Wright
