Jane Smith

1234 Any Street, Vancouver, BC, V1A 2B3

(604) 123 4567

janesmith@gmail.com

22nd August 2009

To: Chuck Davy,

Executive Chef

‘Bite Me’

5678 Alberni Street,

Vancouver BC

V1A 2B3

Re: Head Chef position

Dear Mr. Davy,

I am writing to apply for the Head Chef position with ‘Bite Me’, which I saw advertised yesterday both on your website and via Raisin Jobs; as requested I enclose a copy of my resume.

Having called in at ‘Bite Me’ yesterday afternoon Crystal was kind enough to give me short tour of the front of house and the kitchen; I was impressed with the layout of both. Crystal also gave me a ‘sneak peek’ of your new local ‘100-mile diet’ menu, which looks like a very strong offering for the upcoming season; I’d be very pleased to be part of its development.
As you will see from my attached resume I have all the core skills and experience you request. As a founding member of the local Chapter of the 100 Mile Diet Association I also bring my passion for sustainability, I have good contacts in the local food supply business and I am a calm and energetic presence in any kitchen.

Thank you for the opportunity to apply for this interesting position with ‘BiteMe’. I will call you on Tuesday afternoon to confirm you received this application and answer any questions you may have.

Sincerely,

Jane Smith

Summary of the four sections:

1. / Where and when you saw the advertisement; you are including your resume

2. / About them - show you have done your research, either on the web (OK) or in person (better) and say some good things about them - what stands out for you in how they present themselves

3. / About you - don’t repeat your resume, of course you have the core skills they are looking for or you wouldn’t be applying for the job. Give them a couple of things that you bring that are extra to their core needs

4. / Thanks for the chance to apply, (use their name one last time) and you will be in touch, and tell them when
