Application Cover Letter for Resume
To

Mr. Hillary Williams

Senior HR

ABC Sales

London

Sub: Application for the post of Sales Assistant

Date: 1st November, 20XX

Respected Sir,
I am writing this in reply to your advertisement no. 4058 posted by your company in the daily newspaper regarding the post of Sales Assistant. I want to apply for the post as I have experience of one year in the said field at a busy electronics shop in the city.

I have completed my MBA in sales in 20XX and since then have been working as sales assistant in that shop. There my duties are to tackle the upcoming clients and treat them with products description. Also many a times I have involved myself in cash handling and sales handling process as per the requirement of my profile.

I have also undergone various training schedules organized by the shop owner timely to increase the sales effectiveness and growth of the business. I am enthusiastic and professional and understand the needs of the customers thereby work in accordance with the purpose of making satisfied customers.

I can also work on targets, which lets me to show my caliber and performance. Please find my resume enclosed with this letter.

Hope you will consider my application.

Thank You.

Sincerely,

Tom McGrill
