Asdan Module 8 World of work
Challenge 8A3
We looked at the features in different letter of applications to help us write our own.
[bookmark: _GoBack]Features: Company address, Home address, letter starter, first sentence addresses position you are applying for, skills and work experience, final paragraph-closing of letter
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30 May 2004
Len Morison

The Road

Phone 123.4567

M FD Green
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1 have been employed wilh a major company for severa years a a retalassistant. and have
Some stock conirol experience. My background wi a arge cherical company has aiso given
mo axparisnce in handing hazardous malral, and | am awara this would bo a aspect of the
Soreperson postion

Enclosedis my applicaton form s well as  copy of my CV and several references

ook forward 1o meeling you and talking about how  can corlribute to your company.

Yours sincerely

[Sgnaturo]

Len Morison
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Dear SiMadam,
Application for the role of Veterinary Nurse

Iwould like to apply for the role of Veterinary Nurse which | have seen advertised in (what publication, when

and any job reference).

| completed my Veterinary Nurse Assistants qualfication in (when and provide more details) and now | am
seeking to begin my career following my studies. | have done some work experience to gain hands on

experience and duing this | did (what, provide more details)
Hove warking with animals and wanted to follow this career path after a pet of my own had to go through a
life saving operation as a child. | remember the staffvery well and ahways wanted to pursue this drearm
career

1am a very hands on person, very organised and thorough and do not leave any jobs undone. | have a good
educational background and | am always keen to leam new skills and attend any courses to improve my

skills

I have enclosed my CV for your consideration. If you would like any further informatian, please do not

hesitate to contact me.

Thank you fo taking the time to read my letter and CV.
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