185 Lark Rise

Birmingham

BS5 4GF

Mr John Bradshaw
James Brindley School

Birmingham
BS5 3AJ
14th February 2017 
Dear Mr John Bradshaw,
   I am writing to you to apply for the post of Administrator at The James Brindley School, as advertised on 14th February 2017. 

     Despite having had a successful career in teaching for the past six years, I wish to move into an office based environment. Your advertisement caught my eye, as I believe I would thrive in an environment with a customer facing role, which has a focus on target based success. 

   I have previously worked as a teacher of English and had a great deal of involvement working with people. My role as literacy coordinator involved the line management of 3 other members of staff, progressing my organisation and communication skills no end. 

I am a committed individual, as proved by my rapid career progression in my previous roles as both an English teacher, successfully gaining the role of literacy coordinator within a year of teaching, and my previous role as an administration team leader, gaining three promotions in less than two years. I am already certain that I will embrace any challenges administration has to throw my way with a positive attitude and I would welcome the opportunity to apply my clear commitment to a role within your company.


I would be happy to give more information at interview and look forward to hearing from you. 


Yours sincerely,

Mrs L Harwood

Plan for a formal letter

	Introduce what you want to say

Eg 

I am writing to you to……… 


	

	Explain your reasons for wanting to apply for the role 
Eg

Despite having had a successful career in teaching for the past six years, I wish to move into an office based environment. 
Your advertisement caught my eye because…..
	

	Why you deserve the role (experience)
Eg

   I have previously worked as a teacher of English and had a great deal of involvement working with people.

 My role as literacy coordinator involved the line management of 3 other members of staff, progressing my organisation and communication skills no end.


	

	Why you deserve the role (personal)

Eg

I am a committed individual, as proved by….

	

	Concluding sentences

Eg
Thank you for reading my letter.

Yours sincerely,


	


