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Dear Peter Lindley
Human resources assistant, reference JOB102A
I would like to apply for the position of human resources senior assistant as advertised on www.jobs.co.uk, reference number JOB102A. I fell that my current role as an assistant within the human resources department of a large commercial business has equipped within the human resources department of a large commercial business has equipped me with the relevant skills and experience necessary for the advertised position.
In my current role I’ve gained significant experience of all aspects of the recruiting cycle, from advertising job positions to screening applications and assisting with interviews, as well as coordinating induction sessions for new staff members across the organisation’s key departments. I also coordinate our organisation’s attendance at university careers fairs and have responsibility for managing the intake on the work experience programme. 
I am a meticulous planner and I have excellent organisation, interpersonal and time management skills. I believe my background and experience will help me be an asset to your company in a very short time.
I am keen to progress my career and take on more responsibility with an innovative organization within the commercial retail environment. I would welcome the opportunity to discuss my application further and I look forward to hearing from you.
Thank you for your time and consideration.
Yours sincerely

Name surname
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