Your Name
Your Address
Suburb  Vic  335?
Ph: 
M:

Date
Resource Manager
G & S Air Conditioning Pty Ltd

11 Business Lane

Happyville  3333

Dear Sir/Madam
Re: Plumbing Apprenticeship, G & S Air Conditioning Pty Ltd
I wish to apply for the position of Apprentice (Plumbing) which you advertised in the Happyville Gazette of 12 March 2005.

I am 17 years of age and currently a Year 12 VCAL student at Sebastopol College.  I believe that I would be a suitable applicant for this position for many reasons.  During my Year 11 studies I completed a VET course in General Construction which included many aspects of plumbing.  I enjoyed this course very much and gained excellent results.  During this course I demonstrated the ability to apply myself to my studies in a conscientious manner and the ability to work independently or as part of a team.  I am able to pay attention to detail and to complete tasks precisely according to instructions.  I believe that I also possess the personal qualities and attributes that would enable me to be a positive member of your staff.  Through my participation in competitive sport, I have demonstrated that I am very reliable and punctual, get along well with people of all ages and have the ability to manage my time effectively.    

I am extremely keen to begin a career in plumbing and have a strong desire to succeed.  I look forward to working both indoors and outdoors in all kinds of locations and conditions.  
I am enclosing my resume with further information.  Thank you for the opportunity to apply for this position and I look forward to discussing my application in more detail in the near future.

Yours faithfully

John Smith
Enclosure:

1. Resume – John Smith
