Covering letter example 1

Responding to an advert
7 Applegarth Avenue

Guildford

Surrey 

GU8 8RL

email rogerpen@hotmail.com
mb. 07896 235 689

7th December 2010

Penright Motors

12 Roy Road

Kingston

KT2 8LF

Dear Mrs During
In reply to your advertisement for a Finance Assistant in the Daily Telegraph on the 6th December 2010, I would like to outline my experience and skills, which I feel closely match the requirements. 

· I manage a wider team of 20, and I am responsible for 3 direct line reports supporting the business in providing vital weekly, monthly, and yearly financial data and analytical support. 

· 10 years of accountancy experience, with savings results of £350,000 achieved. I have achieved high cost savings in the running of the finance department, and improved the control of cash flow within the wider UK business units. 

· A proven communicator in oral and written communications, with both staff, and clients. I have recently developed two training packages in Accountancy Procedure, and Financial Data Understanding for the UK business employee base. 




· Experienced in SAGE, SAP, Excel, Business Warehouse, and the processing of complex account systems, generating and analysing output. I led a project replacing an existing system saving the business £240,000. 

I would very much appreciate a meeting with you to discuss in more detail my experience and qualifications, and I will follow up this letter with a call this week. 

Yours Sincerely.


Roger Pen

Your address here, with  current contact details.





 It is always important to try and get a name to address the letter to, this personalisation shows that you have taken the time to find this information out.  











If the job advert or description  pays specific detail to software or systems then show your experience in them.





Show how versatile you can be in your role. 





Many people don’t do anything more than send a letter and a CV or application form. This is the opportunity to open a door in this company, and start networking with Joanne During to secure that job. 








