The Manager-HR

Basic Employment Co.,

London

Dear Sir:

I am looking for a suitable career opening and I wonder if you have any suitable opening matching my qualification and experience as per attached updated resume.

I completed my education with a degree in Personnel Management and Industrial Relations from Manchester University in 2007. I also joined MBA with specialization in HR and completed the same with distinction in 2009.

I am currently working as Junior Welfare Officer in Smith Engineering Works. With company’s business outlook/trend appearing to be bleak, there is no scope for advancement or career change and hence the need to look for a change.

I trust you will find my particulars match your requirement and look forward to receiving a favorable response. I am available on 123-456-7890 at any time and am comfortable if I am called at the time convenient to you.

Thank you in anticipation of a long term association, I remain,

Very truly yours,

Andrew Smith

