To,
Mr. Greg Black
Head HR department
Jack and Jones
5-p, first floor
Paul square
New York
23rd March 2011
Respected Sir,
Subject: applying for the job post of junior accountant in the company ‘Jack and Jones’
I, Mark Brown am writing this letter as an application for the job position of junior accountant in your highly respected and reputed company. Sir, I have been working as an accountant in the company called ‘Tim Corporation’ for the last 2 years but had to resign from there due to some personal issues. I am a hardworking individual who is dedicated to his work and would be perfect for this profile of work.
I am enclosing a copy of my resume along with this letter. My resume would reflect on the fact that I have abundance of experience in the accounting field. Please consider me for the job and give me an opportunity to meet with you for the job interview.
Thanking you
Yours sincerely
Mark Brown

