Best Simple Cover Letter
Mercy Martina,

Managing Director,

Third World,

The Avenue,

Kent. 

23rd July 20xx

Dear Ms Martina,

I am pleased to submit my application for the position of secretary at your organization. I have three years of experience in a similar position and I believe my experience and good character place me at the top of all applicants for the position. 

I have a diploma in secretarial duties and administration. I have worked for the same employer for three years up to the closure of the company due to a take over by external management. 

I am used to working under pressure and am very keen with my work. These attributes have allowed me to be named employee of the year twice. 

You will find my CV and certificates attached to this letter for your reference. I look forward to your positive reply. 

Yours faithfully,

Martin Marshall. 
