[Name]

[Address 1]

[Address 2]

[Address 3]

[City]

[County]

[Postcode]

[Telephone number]
[Date]

Dear [Name of Hiring Manager or Head of Department]
I am writing to enquire about any job opportunities that [name of company or organisation] may have as [specific position or area that you are applying for].  I am very interested in such as position because [qualifications, skills and experience]. I feel that I could contribute to the success of [name of company or organisation].
I am currently employed at [name of company or organisation] as [position].

[Or]

I have just graduated from [academic organisation] with [qualification and achievements].
I have enclosed my CV and look forward further discussing relevant job opportunities.

Sincerely

[Sign name]

[Print name]

Delete the italic prompts and replace them with your personal information. 





The letter can be modified to add your own flavour.





Remove the red help box by clicking on its border and hitting delete.





Delete as appropriate








