Example of a 16+ letter applying for an advertised job 
17 Consett Way 

Ross-on-Wye

Herefordshire

HR12 9XX

0789 555666

Email: ksmith122@hotmail.com

29th May 2010
Mr Khan

Zoom Garage

Hampton Trading Estate

Ross Road

Herefordshire

HR9 ZZZ

Dear Mr Khan

I would like to apply for the motor vehicle apprenticeship vacancy (ref:JC 703/X) advertised in the 'Hereford Times' on the 27th May 2010.

I am currently in year 11 studying GCSEs at Wye Valley School.  My favourite subjects are engineering and resistant materials, subjects I chose in year 9 because I enjoy doing practical work and learning about engineering systems. 

In year 10 I did a two weeks work experience placement at Coopers Cars where I was given the opportunity to help a trained mechanic diagnose and repair a car with steering problems. I also learnt about the importance of health and safety rules in a garage. My employer gave me an excellent report.

I am keen to train as a motor vehicle engineer after my GCSEs exams are completed in June 2010.  Both my work experience and my course work at school have helped me to develop good practical skills and some understanding of the motor vehicle industry.

If you need references please contact:

Mrs S Sahota


Mr Cooper

Head of Year 11


Coopers Cars 

Wye Valley School


Watery Lane

Wye Lane



Ross-on-Wye

Ross-on-Wye


Herefordshire

HR11 NW



HR17 NZW

Tel: 01432 779992246

Tel 01432 008800022

I look forward to hearing from you.

Yours sincerely

Katie Smith

Katie Smith

Example of Katie’s CV
Katie Smith

17 Consett Way

Ross-on-Wye

Herefordshire HR12 9XX

Tel 0789 555666 (Mobile), 01432 11223344 (Home)

Ksmith122@hotmail.com
Date of Birth: 10.10.93
Personal Skills

·  excellent practical skills  -  I am good at working with metal and mending things
·  punctual and reliable – my school attendance and punctuality report is excellent
·  hard worker – I always try my best even at subjects I find difficult
·  good communicator – I am able to talk to people of all ages

·  keen to train and gain motor vehicle qualifications

Education

Wye Valley School 2005-2010
Predicted to achieve:

· Engineering (double award) GCSE grades C/D 

· Technology (resistant materials) GCSE grade C/D 
· Maths GCSE grade D/E

· English Language GCSE grade D/E

· Science. GCSE grade D/E
Achieved a British Red Cross Certificate in July 2009
Work and other relevant experience

·  June 2009 - in year 10 I did a two weeks work experience placement at Coopers Cars. I learnt about health and safety, kept the garage clean and tidy, and was given the opportunity to help a trained mechanic diagnose and repair a car with steering problems.

·  I am able to maintain and do some basic repairs on my scooter.

References

Mrs S Sahota


Mr Cooper

Head of Year 11


Coopers Cars

Wye Valley School


Watery Lane

Wye Lane



Ross-on-Wye

Ross-on-Wye


Herefordshire

HR11 NW



HR17 NZW

Tel: 01432 779992246

Tel: 01432 008800022
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