
Ms Jane Brown
101 Ant Road

Every Town
XX1 1YY

Mr John Smith
ABC Company
All Streets
Any Town
AA1 1ZZ

(Date)

Dear Mr Smith,

Application for the post of Administrator

I was very interested to read about the Administrator vacany within your company 
and enclose my CV for you to consider.

I have a good range of office experience, including secretarial work, diary manage-
ment, data entry, reception, spreadsheets and setting up and maintaining databases. 
I have also arranged meetings, dealt with invoices and other accounts information 
and taken minutes at formal meetings.

I work confidently and efficiently with Microsoft Office software suite, email, and 
intranet systems. I am particularly skilled at fomatting and improving the layout of 
Borad and management documents and presentations.

I understand the importance of office procedures and feel sure that I can provide you 
with a reliable and accurate service. I am an effective team worker who can develop 
good working relationships with colleagues and managers alike. I really feel that I can 
exceed the requirements of the post and am enthusiastic about the type of work that 
ABC Company does.

I would be pleased to attend for interview at your convenience to allow me to discuss 
my experience and qualities further. My full contact details can be found on my CV.

Thank you for your consideration.

Your sincerely,

Jane Brown

Cover letter example
This is a clear example of what a cover letter should look like and 
can be sent to you as a template to work from.



Cover letters / Speculative letters

In order to gain those all important interviews and future 
employment in your chosen sector, it is important to be able 
to sell yourself on paper as well as in interview.

Cover letter
Cover letters can be used to make an application for an 
advertised position or to hand in alongside your CV

Speculative letter
Speculative letters can be sent to an employer in letter or 
email form when there is no formal job being advertised. 
This is to spark interest in you and your skills

Format and structure
You should use only one page for a cover letter – this is 
enough to sell you to any potential employer.

Your details – omit your address as this is on your CV

Add the hiring manager’s details – or address it to The 
Hiring Manager. You should make an effort to find the 
individual’s name as this shows initiative.

3 paragraphs is more than enough – not many people read 
a cover letter for more than a minute



Hints and tips

Ensure that you have a named person to send a cover letter 
to; include your name and contact details (email and 
telephone number – depending on how you wish them to 
contact you).
Make sure you tell the employer what role it is you are 
applying for – use a reference if there is one on the job 
advert.
Explain to the employer the skills and experience you have 
gained in the role you are applying for – as well as the skills 
you have that you feel will benefit the company i.e. 
exceptional customer service (again, we can send you a 
list of skills).
Advise the employer of your availability – in this case you 
are immediately available due to redundancy. Also, advise 
when you can attend interviews.
Thank the employer for their consideration of your 
application and sign the letter/email in your name.



YOUR NAME
YOUR ADDRESS
123 A road
Essex
CM2 4RU
Date:

Dear Employer/named person

I would like to enquire as to whether you may be interested in recruiting an 
Apprentice to work within your business as I am very keen to find an employer who 
would be able to offer me an opportunity to progress within my chosen career as a 
JOB TITLE.

The reason I want to work with in INDUSTRY/SECTOR is because PUT ALL 
REASONS IN THIS SPACE. I also feel that my following skills in NAME ALL YOUR 
SKILLS HERE would make me a suitable candidate to work within EMPLOYER 
NAME.

I have already identified a training provider called Aspiration Training who would be 
able to deliver my apprenticeship training in the workplace, once I find a suitable 
employer who is willing to give me an opportunity and offer me paid employment. My 
Placement Consultant HAYLEIGH MELNICK can be contacted on 07971 914949 or 
via email at hmelnick@aspirationtraining.com if you have any questions relating to the 
training?

Thank you very much for taking the time to read this and I really hope to hear from 
you.

Kind regards

YOUR NAME

This is a clear example of what a speculative letter should look 
like and can be sent to you as a template to work from.

This can be used to sell yourself to a new employer, without them 
having a live vacancy advertised. You will need to sell yourself to 
the employer, and advise them of the current apprenticeship you 
are on, as your training will follow you into this new employment.



Format and structure – speculative help!

Speculative letters take a similar format to a cover letter – 
however, you are applying to an employer not for a 
specific role, so the structure has to change slightly.

 Ultimately you are telling the company what you can   
 do for them.
 Ask them about the potential of opening a job just for   
 you – for them to do this you need to sell your benefits/ 
 experience (you can use your reference here - this has  
 great potential).
 Tell the employer why you like their company and the   
 industry
 Tell them about your current training and your 
 availability
 Give them Aspiration Training’s details to help sell you.


