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4 January 2017
Mr J Bloggs

)
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)
Town Street

)
(The letter should be addressed to your
Ipswich

)
first choice)
Suffolk

)
IP1 1AA

)
Dear Mr Bloggs 
Re: Work Experience Placement Code (213/097) 

I wish to apply for the work experience vacancy you advertised.

Now highlight and delete the writing in italics and replace it with your reasons why you will be good for the job. This should not just be a list.  Don’t forget to provide evidence of how you acquired your skills.
Possible ideas to include:

· Why you are the right candidate for the job

· What skills you have which would enable you to do the job effectively, eg 

· Punctual

· Reliable

· Enthusiastic

· Keen to learn new skills

· Ability to work well with others

· Organisation

· Good communicator

· What you feel you could gain from this work experience placement

· Make sure that your letter tells them about you and your interests

· It should be written in a formal style

· JUSTIFY the layout and DO NOT indent paragraphs.

I enclose my Curriculum Vitae and I look forward to hearing from you in the near future.

Yours sincerely
Your name
