
                                                  James Copper
                                          1 Job Hunter Way, Employmentville, UK. EM1 5LO
                             Tel. 0208 123 456789        Email: info@learnist.org
Thomas Bell 
Hiring Manager 
Learnist Ltd 
130 Viva Street 
London 6BH 11CH

30 May 2014

Dear Sirs

I should like to apply for the job as a Council Worker, as advertised recently. I have lived 
and worked locally all my life, undertaking a variety of different jobs some of which have 
included short-term seasonal employment with the Council, working for the Travel and 
Tourism department during the summer season.

I am used to working under pressure, have good people and organisational skills, am a 
good communicator with a friendly manner and am used to dealing with a wide range of 
people.

I believe I have good transferable skills, I am currently working in the transport division of a 
courier company, responsible for handling all customer enquiries, checking order 
deliveries and handling and logging customer complaints, as such I am used to working 
under pressure and dealing with a wide range of people. It can be very busy and you have 
to be calm under pressure and well organised because of the volume of business we are 
handling every day.

I have my own transport and am able to be flexible with the hours that I work, including 
being available for evening and weekend working.

I am available for interview at your convenience and references are available on request.

I attach my CV and look forward to hearing from you as appropriate.

Yours faithfully

James Copper 
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