

[Candidate’s first and last name]
ul. Adama Mickiewicza 15/34
00-725 Warsaw 

tel. 0-22 546 78 90
 [Name of the company]

 [Addressee’s name and last name]
[Addressee’s position]

ul. Bernardyńska 23
09-875 Warszawa

Warsaw, [DD, MM, YYYY]
Dear Sir or Madam,

During the [name of conference] conference/job fair, organized by [name of the organiser], I found out about the planned recruitment in the sales department of your company. As I appreciate your position as the leader on the FMCG market, I have decided to present my application for the position of [name of the position].

For ten years, I have been working in sales in the FMCG industry. My responsibilities included building a sales network and maintaining contact with key clients. Most recently, I have been working with [name of the company]. Work in an international company necessitated the use of English on a daily basis, while at the same time I was constantly improving my German skills. As  [name of the position] 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. To show their appreciation of my involvement, my previous employer sent me for domestic as well as international training on many occasions.  

You will find I am a responsible and thorough individual. I work well under pressure and consistently achieve sales targets. I was personally responsible for many improvements in the sales system at [name of the company]. I have leadership and executive skills. I am dynamic, can handle stress and find it easy to establish new contacts. 

I believe that working for your company would provide me with new challenges and that my current experience and qualifications will meet your expectations. I would be grateful for the opportunity to present my application for the post of [name of the position] during a personal interview and would be pleased to provide you with references. I can be contacted at [telephone number].
Yours faithfully
[Candidate’s signature]
Dokument powstał dzięki konsultacji ze Szkołą Języka Angielskiego Archibald

