






                       (Sender’s address and country)

(Receiver’s name, address and country)


              _______________________
______________________




              _______________________
______________________



                           _______________________
______________________





   



          _________________(date)
Dear _______​​_​​​​​​__________,
I am writing to apply for the post of ________________________(job)  as advertised  in  __________________________( newspaper / source where you found the article) in_____________ (date of the newspaper) .

I am ______________( age) years old and I have a degree in _____________________ (the name of the course you have) by ___________________________(the name of the university).
I feel I am qualified for this job as I have _________________________________________

_______________________________________________________________________________________________________(experience).


I am a ____________________________________________________________________

________________________________________________________________________________________________________(what specific qualities you feel you have or                                                                      want to develop.(e.g. physical appearance; personality; etc.))

My Curriculum Vitae is enclosed to this letter. 


I hope hearing from you soon.


Yours faithfully (if you start the letter with Dear Sir/ Madam) / Yours sincerely (if you start the letter with Dear Mr… /Dear Mrs…)

             Paula Santos (signature)






