4 ULICA
MESTO
DRŽAVA
Telefonska št.
Sunday, 3rd October

The Personnel Manager

Trans – Globe Coaches

Victoria Square

London SW1 6 VC

Dear Sir or Madam

I saw your advertisement for Travel Couriers in yesterday’s Daily News. I am very interested in the job and I think I have many of the necessary qualifications.
I studied history and languages at University of Ljubljana. I am fluent in English, Croatian, French, German, Italian and Slovene of course. I have travelled widely in Asia, North America and Africa, and I have worked as a tour guide for the Relax Agency in Slovenia for the past 6 years.

I enclose a copy of my curriculum vitae. I look forward to hearing from you soon. Please call me if you need more information.

Yours sincerely

WRITER  

