

Mary Margaret,
Head Nurse,
Old Folks Paradise,
54 Convent Road,
[bookmark: IL_AD1]Coventry. 

28th September 20XX

Dear Mother Margaret,
In response to your advertisement for Nurses in the Times I am submitting my resume and official transcripts for your scrutiny. 
[bookmark: IL_AD2]I graduated with Honors from the Birmingham ursing School and have worked for two years in the children’s ward in the Birmingham Women’s Hospital. I also have a certificate in Psychology. I will therefore be able to handle the patients with great understanding. 
I look forward to discussing this employment opportunity with you.
Yours faithfully,
[bookmark: IL_AD3]Mildred Hunt.

