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YourName YourSurname

YourAddress Street 

Suburb Postcode

T. YourPhone

E. YourEmail

Date

Name
Title
Company
Address
Suburb, State, Postcode, Country

Dear X,

Re. X position

My name is Xxxx Xxxxx and I am writing to express my interest in working for your company.  I have enclosed my resume for your consideration.

I am in my first year at the International College of Management Sydney doing a Bachelor of Business in Event Management.  As a compulsory component of my course I must undertake 1200 hours of paid industry training in an event related role. I am available from September full time until the end of May.   I am most interested in working with your company to complete this industry training component of my degree.   I have enclosed the ICMS prospectus along with some information explaining the Industry Training program.

I am currently employed at ……………………… and have been for ## years.  During my time there I have worked in various positions including …………………...  I also currently work casually at …………………… ……..…………….. in the food and beverage department. 

On a personal note, I am a self-motivated, reliable, hard working team player who enjoys a challenge.  I am very organised, with a high level of attention to detail and happy to take on whatever tasks are asked of me. I have a very positive attitude with a drive to exceed expectations.

I look forward to the opportunity of speaking with you about any suitable roles you may have available.   If I can provide you with any further information, please let me know.  I can be contacted at any time on 04## ### ### or at the email address: myname@email.com 
Yours faithfully,

[Signature]

YourName YourSurname

