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Anyplace









Anytown









AN1 1NA









Tel: 0101 987654

Personnel Manager

The Clothing Company

104 The High Street

Anytown

AN 22 5RT

30 July 2002

Dear Sir/Madam

I am writing to ask if you have any current vacancies in a Customer Service or Retail role, and have enclosed my CV for your attention.

I am hoping to pursue a career in a Customer Services or retail environment, and would welcome the opportunity to work for a well-known company such as yours. I am keen to learn new skills and am looking to study towards a professional qualification.

As you can see from my CV I have some experience of working in a retail environment and consider myself to have both good communication and customer service skills. I am a confident and self-motivated individual and take great pride in offering a professional and proficient service. I am hard working and conscientious as well as being reliable, well organised and presentable.

Please do not hesitate to contact me if you require any further information and I am available for interview at your convenience. I look forward to hearing from you soon.

Yours faithfully

John Doe
