Room 7, 10/F, 
CHEUNG KING HOUSE, SIU SHAN COURT, 

TUEN MUN, NT, Hong Kong
6th Nov, 2007
Ms A B Chan

Human Resources Manager

Company Name

Company Address

Dear Ms Chan,

Re: Application for the Post of [Job Position]

I am writing in response to your advertisement in JobDB inviting applications for [Job Position] on 28 June 2007.

Having graduated from Hong Kong Institute of Vocational Education majoring in Higher Diploma in Enterprise Computing, I have worked at Café De Coral as a part time shop assistant from 2003 to 2006. After graduated from IVE, I have worked at Yat Fung Woollen Mill Company Ltd. as a sales executive within a year.

With strong clerk and order follow up skills, I have a keen interest and would pursue my career in [post]. Enclosed please find a resume giving you details of my personal particulars.
I would be grateful if you can arrange an interview so that I can explain my qualifications further. My contact number is 97579518 and I can be reached at any time. I look forward to hearing from you soon.

Thank you for your consideration.

Yours sincerely,

Henry Kwok (Mr.)

Encl.
