Recipient Name
Date
Page 2
Your Name
Street Address
City, ST ZIP Code
Telephone
Email
Date
Recipient Name
Title
Company Name
Street Address
City, ST ZIP Code
Dear Recipient Name:
With reference to your advertisement in the Times of US dated [DATE], for the post of an [Executive Secretary], I wish to offer my candidature.
I am closing a copy of my biodata for your perusal and kind consideration.
I hope to hear from you about the date of interview.
Sincerely,
Your Name
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