Applying for a job
Sample letter (1)

152 Apple Street

London 18HR53

12th April 2019
Mrs Lloyd Wiser
Business Day Ltd.

Nottingham 534F173

Dear Mrs Lloyd,

Ref: job application

I am writing to apply for the position of Marketing Manager in your Tokyo office advertised in last week's Guardian newspaper on 7th April.
As I outlined in my CV, I completed my GCSE and 'A' Level studies in Riverside Secondary School in Gloucester. I graduated from the University of Wales with a BSc in Business Studies and Marketing in 2010. After graduation, I moved to Tokyo where I trained as a market researcher for the Yen Company for two years. On my return to England, I continued working as a market researcher until 2016 when I obtained my present position.

I am currently employed as an Assistant Marketing Manager at Melton Enterprises, where my duties involve planning and implementing promotional campaigns, as well as compiling primary and secondary market research data. I am also responsible for coordinating weekly meetings on marketing issues. I am generally noted for my solid work ethic, my excellent leadership qualities, my creativity and my communication skills. However, I feel that I am ready to take on the new challenge and improve my job performance in different professional fields. 
I believe that I would be an ideal candidate for the position because I have had an extensive marketing work experience which gives me varied skills and abilities to master my duties. My time spent in Tokyo taught me to be flexible, to fit easily into new teams and to pay attention to details. I can assure you that I can apply any theory in practice, I can work with minimal supervision and the project-based approach to work matches my personality. I can effectively prioritise tasks, and optimise my time in keeping to deadlines. I am certain that my strong enthusiasm, self-motivation and problem solving skills coupled with my technical expertise would be of immediate value to your reputable company. Finally, I am willing and able to relocate at short notice, which I understand to be a requirement of the position.

Please find enclosed my curriculum vitae, a copy of my degree and a photograph as requested, and I would be happy to supply you with further details should they be required. I thank you for considering my application and I am eager to attend an interview at anytime.

Yours sincerely,

Steven Bradley

Sample letter (2)

You wish to apply for a course of study in Britain. Write a letter of application to the college or university concerned, giving your personal details and your academic qualifications, including your level of English. Include information about the course and subjects you wish to study, and why you have chosen this particular college or university.
45 Hadnagy utca
Eger 3300

Hungary

23rd April 2019
University of London

Students’ Department

562 Seagal Street

London 56HD92

United Kingdom

Dear Sir/Madam,

Ref: application

I am writing to express my keen interest in applying for the Journalism Foundation Course offered by your university for the academic year beginning in September, 2017. 

I am a 23-year-old Hungarian citizen, currently living in Eger. After leaving school in 2010, I held three positions working for the local newspaper and editing articles for secondary school papers. Prior to taking over my current post, I was employed as an assistant in the Editing Department of an English language newspaper published by the Eszterházy College in Eger. I have been working as a media-technician at Bosch Ltd. for 2 years and this job brings me new energy and fresh ideas. I am familiar with Excel, and Windows and I can use complex programming softwares. My command of English gives me the self-confidence that is necessary for learning at a foreign university.
I believe that I am well-suited to a career in journalism and I am keen to expand my professional ability in this field. I would describe myself as a positive and result-driven individual who is always ready to meet the requirements. However, I feel that I lack the formal academic qualifications and training which is essential to progress beyond my present level of career stage. A Foundation Course would give me a broad range of basis for my further studies, together with an insight into journalism from an international perspective.

Your university has an extremely good reputation in the field of journalism and media studies; furthermore, the knowledge which you offer to students seems both practical and up-to-date. The "Gender and Media" option on your syllabus is of particular interest to me, so as the opportunity to study in a metropolis such as London.

Please find enclosed a copy of my CV, giving further details of my educational qualifications, language exam and work experience. 
I hope you will consider my application and I look forward to hearing from you soon.

Yours faithfully,

Ádam Kovács
