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Applying in writing to an advertised vacancy

If you want to apply for a job and are asked to apply in writing, have a look at the following example.  It shows the vacancy, the points to look for and a suggested letter.

The Vacancy

WESTONS
Require responsible reception clerk/telephonist for busy office.
Hours 9.00-5.30 Mon-Sat on a 5-day rota.
The post involves operating the switchboard, dealing with in-coming and out-going post and acting as first contact point for customers both in person and on the telephone.
Experience preferred, but training will be given.  Keyboard skills essential up to RSA II Typing. Word Processing an advantage.
Apply in writing to Mr Knight, Westons, 100 High Street, LONDON, W1A 4AA

 

	The Company
	Westons

	Job titles/duties
	Reception clerk/telephonist

	Qualifications
	RSAII Typing, WP experience an advantage, post in/out required (job customer care & personal) (Telephone & face to face)

	Pay
	No rate given - check

	Hours
	9 - 5.30 Mon-Sat on a 5 day Rota

	Method of application
	Apply in writing 

	Where and when advertised
	Local paper (date)

	Closing date
	No closing date

	Any other information
	Smart appearance required


The Letter

Your address

Your telephone number
Westons 

100 High Street

LONDON 

W1A 4AA

Date

Dear Mr Knight

I would like to apply for the job of reception clerk/telephonist, which was advertised in today’s Evening Post. (note1)

For the past four years I have worked as a clerk/telephonist with Browns of Ilford.  Due to their move to another part of the country I will be made redundant in two weeks time.  My present job involves general reception duties in person and by telephone. 

I also:  (note 2)

operate the switchboard

deal with telephone enquiries

deal with the post

send fax messages

type and word process 10 - 12 items daily

Before this job I was a trainee with Brightson (Solicitors), in Romford, and completed RSA I and II in Business Administration, with RSA II in Word Processing.

I have always enjoyed working with people and my previous experience will enable me to work as part of the team and to be an effective representative of your company.  I am prepared to work Saturdays on a rota basis and have my own transport.  

I am available for interview at any time and could start work immediately.  

References are available from my present and previous Employers.

(note 3)

Please find enclosed a copy of my CV for your further information.  I look forward to hearing from you.

(note 4)

Yours sincerely 








Notes


1. Explains purpose of letter.


2. Outline skills and experience (and enthusiasm for this job).


3. States when available for interview.


4. Summarises with inclusion of CV and ends on a positive note.














