
[My Name]

[My Address]

[My Phone]

[My Email]

Date

[Name of the person the letter is being sent to (include title - Mr/Miss/Mrs/Ms etc)]

[Position title]

[Company name]

[Company address]

Dear Mr/Miss/Mrs/Ms [name]

Position: Graduate Accountant

Please consider this my expression of interest for the position of [position] that you are currently advertising [where did you see it advertised]. I am keen to pursue a career in [industry/area or interest] and would value the opportunity to develop practical skills to complement the knowledge that I have developed through my studies. I am attracted to your company and the position due to the [why do you want to work for the company? eg. employee support, reputation, work opportunities in a variety of areas]. 

I am currently completing my final year of a [degree] from [university] and am due to finish [approximate month and year]. Other training and qualifications that I possess include [list some other relevant degrees or training]. I possess many skills and knowledge that would benefit your organization and the position such [list some generic and practical skills such as excellent communication and teamwork skills, a passion for the industry and experience in various areas].

As explained in my resume, I have some experience in the [name the industry or job area] area through my work as [briefly list some previous jobs and experience]. I found this experience very valuable and has not only provided me with practical skills in the [industry/discipline] area, but also fuelled my passion for the industry and desire to learn more. 

I am motivated, enthusiastic and dedicated to developing my knowledge and working to the best of my ability for my employer. As can be seen through my various jobs and community activities, I have excellent communication, teamwork and organization skills and am eager to learn. 

Please find attached a copy of my resume for your perusal. I thank you for your time in considering my application and am available for an interview at your convenience.

Kind Regards

[Name]

Kathryn Andrews
100 Bridge St 

Brisbane  QLD  4000
Phone: 07 3307 1234, 0407 123 456
Email: Kathryn@hotmail.com
June 23, 2007
Ms Mary Fisher
Human Resource Manager
Brown & Bourke Accountants
25 Mary St

Brisbane  QLD  4000
Dear Ms Fisher
Position: Graduate Accountant

Please consider this my expression of interest for the position of Graduate Accountant that you are currently advertising on your website. I am keen to pursue a career in private practice accounting and would value the opportunity to develop practical skills to complement the knowledge that I have developed through my studies. I am attracted to your company and the graduate program due to the immense opportunities to work in different areas of the company and the support and development offered to graduates. 
I am currently completing my final year of a Bachelor of Commerce (Accounting) from the University of Southern Queensland and am due to finish at the end of 2007. I also have a certificate 3 in database management and a certificate 4 in small business management. I possess many skills and knowledge that would benefit your organisation and the position, such as excellent communication and teamwork skills, a passion for corporate accounting, and experience in financial management and bookkeeping.

As explained in my resume, I have some experience in the accounting and finance area through my work as the Administration Officer at Smith’s Electrical and my work experience at a local accounting firm. I found this experience very valuable and has not only provided me with practical skills in the accounting area, but also fuelled my passion for the industry and desire to learn more. 
I am motivated, enthusiastic and dedicated to developing my knowledge and working to the best of my ability for my employer. As can be seen through my various jobs and community activities, I have excellent communication, teamwork and organisation skills, and am eager to learn. 
Please find attached a copy of my resume for your perusal. I thank you for your time in considering my application and am available for an interview at your convenience.
Kind Regards

Kathryn Andrews
