
To,
Tony Muck
Manager of Operations
Oscar Group Limited
90 Yankee Doodle Road,
South hall, United Kingdom 5432
Dated: 3rd of July 20XX

Subject: Cover letter for job inquiry

Respected Mr. Muck,

This is to bring to your notice that I am keen to be a part of your organization in the position of an assistant manager of operations. I am writing this letter to inquire about any similar vacancy in your organization. I have sent an email to you in that regards attaching my resume, so please consider this as a cover letter for the same.

I have three years of working experience as an assistant manager. My last job was with Offshore Technologies in the position of an assistant manager. I was in charge of leading a team in the operations department. My job was to ensure that the team was performing as per expectation and also preparing their performance reports.

I believe that by joining your organization I will be able to grow as a professional. At the same time I can also assure that with my three years of experience I will contribute for the benefit of the organization. I will wait for a positive reply from your end.

Yours sincerely,

Jack Ripper


