

[Candidate’s first and last name]
ul. Adama Mickiewicza 15/34

00-725 Warsaw
tel. 0-22 546 78 90

[Name of the company]

Human Resources Department
ul. Bernardyńska 23
09-876 Warszawa
Warsaw, [DD, MM, YYYY]
Dear Sir or Madam,
In reference to the job advertisement you ran on [date of advertisement] 
in [name of publication] with the reference number [reference number], I would like to apply for the position of [name of position] in [name of the company].

I have been working in sales for 10 years now. My main responsibilities included creating a sales network and maintaining contacts with key clients. My last employer was [name of the company], trading in the textile and clothing sector. I was responsible for general matters connected with sales; the introduction of new products onto the Polish market, payment control and the collection of outstanding payments. The job required good interpersonal skills as well as initiative and accountability.  

I am a meticulous and dynamic person. I have excellent time-management skills and am able to prioritise well. I can work under pressure and meet tight deadlines. I am dynamic and can deal with challenging situations easily. 

Currently I am looking for a job in a highly regarded sales firm that would offer the opportunity of professional development. I believe that working for your firm would provide me with new challenges and that my experience and qualifications will meet your expectations. 

I would be grateful for the opportunity to meet with you to discuss the post of [name of position] personally during an interview and would be pleased to present references from my previous employers. I can be contacted at the following number: [telephone number].
Yours faithfully
[Candidate’s signature]
Dokument powstał dzięki konsultacji ze Szkołą Języka Angielskiego Archibald

