[What changes each time is in blue]

John Smith

1234 Any Street, Vancouver, BC, V1A 2B3

(604) 123 4567

johnsmith@hotmail.com

Attention: Mr. Ron Brown, Manager,

Brown Brothers Warehousing Services,

Coquitlam BC

V123 456

15th August 2007

Re: Shipper/ Receiver position

Dear Mr. Brown,

I am writing to apply for the shipper/ receiver position which I saw advertised in the Vancouver Sun this morning; as requested I enclose a copy of my resume.

Having visited your website this morning I am aware of the excellent reputation Brown Brothers has in the warehousing and distribution business across the Lower Mainland. I also know that Brown Brothers are shortly expanding to the Coquitlam area, and I would be keen to be part of that expansion.

As you will see from my attached resume, I not only have 20 years experience in warehousing, shipping and receiving, in a wide variety of product areas. I have an excellent attendance record, am quick to learn new routines and I’m ready to start work immediately.

Thank you for your attention; I am pleased to be able to apply for this interesting position with Brown Brothers. I will call you on Friday to answer any questions you may have and discuss my qualifications and experience.

Yours sincerely,

John Smith

Encl:

Summary of the sections:

I saw advertisement – where are when

I am aware…use their name…flattery…flowers…mention name…research!!!
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Thank you and I will be in touch

