Professional Letter Format

From,

Mr Garner,

P-14, Privet Drive,

London

To,

Mr Jonathan,

Human Resource Officer,

Warehouse Fashion Apparels ltd,

London

Dear Mr Jonathan,

I, Mr Garner, am writing this letter as an application for the post of Finance manager in your firm, as a response to the advertisement surfaced in ’The Jobs Daily’ on the date of 14th march, 2011. I would like to mention that I have a Masters Degree in Business Administration with Finance and Accounting as the subject from the Cambridge University. I have done my high school studies and my Bachelor Degree in Commerce field from Houston University. The details of scores have been incorporated in my resume which has been enclosed with this letter. Please, find it.

Now, I would like to mention that I am a fresher and can be moulded as per the requirement. I am oozing on my talent and I wish to prove the mettle in me, if I get the job for which I am applying. I am looking forward for a favourable response.

Yours sincerely,

Mr Garner
