

Shaun Snow

123 Pablo Place

Alaska

AL3 4SA

Tel: 0341 123 456

E-mail: c.rodrigo@alaska.net.com
Phoenix Fragrances Ltd

Fleming Close

Park Farm Industrial Estate

Wellingborough

Northanptonshire

NN8 6UF

27/05/2010

Dear Sir/ Madam,

RE: Office Asistant Vacency
It has come to my notice that your compeny is currently expanding and you are taking on new staff. Having looked at the Apprentaships website I have come across your vacancy for an office asistant.
 I feel that I am an ideal candadate for this position as I have a lot of expereince in administration and busness. I have worked in an office enviroment in the past and have found that I really enjoy the work. I am reliable, hardworking and trustwerthy. I also have good ICT skills and can work many programmes, such as Excel, Publisher and Word. I believe myself to have a good telefone manner, and I find it easy to create new relationships with clients and busineses over the phone.

Thank you for taking the time to read my application. I hope to hear from you very soon. If you have any quries regarding my aplication then please do not hessitate to contact me on the telephone number above.

Yours faithfully

Shaun Snow
Use your proofreading skills and Spell check to check and edit your work.









