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(Your name)
(Your address)






(Your phone number)

Mr Davies
The Garages

Northshire

WXY 2AA


(Date)

Dear Mr Davies,
I am writing to ask if you have, or are likely to have, any apprenticeship opportunities.

I am hardworking and willing to undertake any tasks and training required of the position. I enjoy working in a team and I am also able to use my initiative when working on individual tasks.
I have enclosed a copy of my CV for you to consider me for any suitable opportunities which you may have. 

I look forward to hearing from you shortly. I am available for interview at any time to suit your convenience.

Yours Sincerely,



(Name)


Put you full name, address and contact number here.





Add full name of employer here if you know it.





Start your letter with full name of person if you know it. If you don’t, address them as Sir/Madam.





If you have addressed your letter to Sir/Madam, you need to put ‘Yours Faithfully’ here.





Put your signature here.





Type your first name and surname here.








