To

Adam Buchanan

Director (HR Department)

GVC Software Private Limited

56, I.T Building, Central London

UK

25TH July 2012

Sub – Self introduction letter

Dear Mr. Adam

I am writing this letter to introduce myself as I have applied for the post of General Manager in sales division of your company. I have sent my completely filled in application form to your department on 10th July 2012 as per the vacancy circular published in the London times dated 10th July 2012.I would like to confirm the receipt of my application to your office. I have past work experience of over ten years as assistant General Manger with the marketing department of ONTEL Computers Limited. I have received the best performer award there for the last four consecutive years. I have the required skills to meet the monthly sales target of the company and excellent communication skills to interact efficiently with the clients.

I will eagerly wait for a reply form your office regarding the schedule of the interview. You can contact me in case you require any further information from my side. I look forward to join your ever growing company. I would like to thank you for considering my application and hope to get a positive reply from your end.

Yours Sincerely

Chris Harris
