<Enter the date> 

<Enter your full address> 
 
Dear <Enter name of the person receiving applications> 
 
I am contacting you in response to your vacancy for an Office Junior which you have advertised at <enter where job listing was found>. You will find my CV enclosed. 

During my last several years working within office environments, I have learned a great deal and have gained a lot of experience in successfully carrying out administrative tasks which were assigned to me in a very timely and efficient manner. I have a very good understanding as to how a well-run office works and very much enjoy working with others. I take direction well, work well under stress and strive to meet all deadlines and goals assigned to me. 

I possess a wide variety of office skills including computer knowledge and am fully capable of carrying out clerical duties of all types. When you review my CV you will see that I have the educational background and experience necessary to become your next Office Junior. I know that I can make a positive contribution to your company. I am a team player and have a very diversified background of both academic achievements and experience to exceed your expectations and needs. 

I would appreciate being given the opportunity to discuss my application with you. Please get in touch with me via telephone if you would like to schedule an interview with me. I look forward to meeting you. 
 
Kind regards, 
 
<enter name>
