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Sample Job Application Letter

My name,








Address,








Address,








Co. Wexford.








051 123456








Date, Month in Full, Year.
Re: Work Experience/Community Service Placement (only put in the correct one!)
Dear Mr. X,

I am a Transition Year student at Ramsgrange Community School, New Ross, Co. Wexford. As part of this programme I would like to do my work experience/community service with you.

My placement takes place from Tuesday_______________ to Tuesday ______________ inclusive. I am required to work during normal school hours which are 9am-4pm during the school term (but I can be flexible to work longer if needed). No payment is expected for this placement.  I am covered by the schools insurance policy during this period.

I am interested in working with you because I feel that I will gain lots of new skills and improve my confidence and my ability to communicate. I enclose my curriculum vitae for your attention. 

The school programmes co-ordinator, Ms Louise Walsh will be glad to assist you with any additional queries. She can be contacted at our school on 051 389211. 

I look forward to hearing from you soon.

Yours sincerely,

_______________

My name

