Simple Cover Letter
Isaac Willow,

Human Resource Manager,

Hayes Tax Auditors,

34 Baker Street,

London.

Date:

Dear Mr. Willow,

I read in the daily newspaper that your firm was looking for candidates to fill the position of accounting clerk. I would like to submit my application for the position.

I have studied ACCA and have a diploma in Finance and Marketing. I have worked as a freelance tax auditor with individuals and small businesses in need of advice on calculating their tax returns. 

Enclosed are my resume, official transcripts and certificates for your consideration. I look forward to your favorable reply. 

Yours faithfully,

Deborah Smith
