1 My Road, My Town, EF3 4GH

28th March 2007
Mrs J Smith

Personnel Manager

ABC Company Limited

1 Any Road

Any Town

AB1 2CD

Dear Mrs Smith

Senior Credit Control Clerk vacancy

I refer to your advertisement in the Evening Post seeking applications for the post of Senior Credit Control clerk with ABC Company.

For the last 4 years I have been employed by XYZ company as a credit control clerk in a team of 3 and have gained considerable experience in this field and now feel ready for the challenge of a more senior position.

I am enclosing my cv for your consideration and would welcome the opportunity of discussing this matter further.

Yours sincerely

Janet Taylor
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