                                                                                                              17th July 2009 

                                                                                                              Your Address

SAMPLE LETTER   
(Their address) e.g.:
Ms. B Murphy

Loughlane Community Support Centre
Loughlane,

Co. Meath

Dear Ms Murphy,
I am very keen to work for Loughlane Community Support Centre because of your reputation for providing excellent art and craft projects for the disadvantaged in your area. I am currently seeking a position as a community arts worker but would be happy to consider other related positions within your organisation.

I know that a good community arts worker needs to have excellent communication skills, be creative, flexible and organised and be able to relate to people from various backgrounds. These are qualities which I have demonstrated through my studies and work experience. My Honours Degree in Fine Art helped to hone my creative and problem-solving skills as well as providing me with valuable skills in organisation and time management.
 My voluntary work on an arts project for a local primary school developed my communication, leadership and team work skills. I have also developed useful administrative and IT skills through my part time work in my local Tourism Office.
I would be very grateful if you would consider me for any suitable positions available in your organisation. I can be available for interview at any time and look forward to hearing from you.
Yours Sincerely

