g e o r g e   w a k e f i e l d  17  p r i n c e s  s t  e d i n b u r g h  E 1 2 7 G D 

s c o t l a n d

To: Erica Harley

Human Resources Department

Shell Oil

Wardour Street

London W1

Dear Mrs. Hurley,

I saw your advertisement in the paper yesterday for an international sales executive and I really think this is the job for me. I have all the qualifications you’re looking for, as you’ll see immediately when you read my CV. I know this is a big job and of course you’re looking for someone who is both experienced and highly qualified. In other words, the best man for the job. I’ve been employed for many years now in the oil business, and I can honestly say that I know the industry in all its aspects. In fact, as you’ll see, I am currently working for one of your major competitors, ELF-Aquitane. But the problem with my current job is that it takes me away from my wife and family all week, as I have to spend much of my time in the French headquarters, and I would prefer to work for a British company.

So, I have enclosed my CV and I think you will find it very up-to-date and clearly presented using a Word 2000 format and size 12 font as recommended. I am looking forward to hearing from you in the near future, and I would like you to know that I will be free for interview at any time which is convenient to you, as long as I have enough prior notice. As I said earlier, I move around a lot in my job but I’m usually at home at the weekends so you can always call me then, or e-mail me (see below).

Yours faithfully,

George Wakefield
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