Email Subject: Application for Part Time Retail Assistant – Tan Ah Lian

Dear Ms Lim,

I am interested in applying for the Part Time Retail Assistant position that was listed on Singapore Part Time Jobs.

My name is Tan Ah Lian, an 18 year old Singaporean student from Singapore Polytechnic.

I have experience in the retail industry. Last December, I worked at XYZ super store as a retail assistant.

My customer service skills are excellent and I have experience with POS systems.

I believe that I would be an asset to your retail shop as it will provide me with the ideal opportunity interact with people and expand my customer service skills.

My schedule is flexible for the month on December and I would be available to work at your convenience. Once school starts in January, I will be able to work on Thursdays and Saturdays.

I hope to schedule an interview at a mutually convenient time. I can be reached at +65-97163697 and I look forward to speaking with you.

Thank you for your consideration.

Sincerely,

Tan Ah Lian


University System of Georgia

App. 8 Sample Letter 3
Building Project Procedure 2000



