Mr Philip Smith
Hiring Manager
Environment Charitable Organization
Made Up Road
London
B18 6NF

4th January 2011

Dear Mr Smith

Your posting on Dayjob.com for a volunteering position caught my eye because I am currently looking for just such an opening.

For the last twelve months I have been working part time as a volunteer administrative assistant for the Midlands Nature Reserve charity. I am deeply committed to environmental issues and have extensive knowledge of waste management, recycling, environmental health, conservation and renewable energy.

I would be very interested in working for your charitable organization, as it is helping the environment and also because it has an excellent reputation as an employer in our community. I believe that I have the required skills, experience and academic qualifications to match your requirements.

I would like the opportunity to discuss my skills and abilities in more detail with you and am available for an interview at your earliest convenience. Please feel free to contact me via phone or e-mail to arrange a time and date for us to meet.

Yours sincerely,

Richard Daniels
444 Anywhere Road
Birmingham
B18 6NF
Mobile: 0121 638 0026
Email: richard.d@dayjob.com
