Sample Letter

12 Beech Court

Ennis

Co. Clare

Tel: 086121212

Date: 1 June 2004

ABC Books Ltd

Ennis Ind. Estate

Co. Clare

Dear Mr Ryan,

In response to your advertisement in the Irish Independent, 28th May ‘04, I am applying for the position as Trainee Chef.

I am currently working in a grocery store deli where I prepare salads and hot snacks.  I am familiar with the HACCP system and I realise the important of hygiene and cleanliness when dealing with food.  I deal with customers on a daily basis and I know how important it is to meet their needs.  I also deal with suppliers and I have a keen sense of value for money when purchasing ingredients and supplies.  

I have studied Home Economics for my Leaving Cert and I particularly enjoyed the cookery section of the course. I enjoy working as part of a team and I would welcome the opportunity to learn more about cookery and to become a chef.  I believe that my qualifications and experience would meet the requirements of the job. 

I have enclosed a CV for your consideration.  I am available for interview at your convenience.  

Yours sincerely,

May Flynn

