Application letter example - taken from Work and Income's Find a job build
a future — Tools to help you find work (page 13)

30 May 2004
Len Morrison
The Road
Taupo
Phone 123-4567
Mr FD Green
BG Plastics
The Street
Taupo

Dear Mr Green

After reading your advertisement in the Taupo Times | would like to apply for the position of
Storeperson with your company.

| have been employed with a major company for several years as a retail assistant, and have
some stock control experience. My background with a large chemical company has also given
me experience in handling hazardous material, and | am aware this would be an aspect of the
storeperson position.

Enclosed is my application form as well as a copy of my CV and several references.

| look forward to meeting you and talking about how | can contribute to your company.

Yours sincerely

[Signature]

Len Morrison



