[Your Name]
[Your Address]

[Your Phone Number]

[Date]

[Name of Person in Advertisement]

[Organisation Name]
[Address]

[City] [Postcode]
Dear (Name of Contact Person)
[NAME OF POSITION VACANT IN NEWSPAPER OR ADVERTISEMENT]

I recently read with interest that (Name of company) is coming to Cairns.

Or……………..
I refer to the advertisement in [newspaper] for [position vacant] and wish to make application.

Or……………..
I am writing to enquire whether you have any vacancies either now or in the near future as a (position title) with your company.
And……………
Attached is a copy of my resume in which you will note my skills in:

In addition to these, the qualities I would bring to your organisation include:

I look forward to the opportunity to discuss this application with you personally at an interview and may be contacted on the above phone number to arrange a mutually convenient time.

Yours sincerely,

[Signature]
[Your name]
