Mr. Adwaya Menon

Cariappa Road

Agra

Mr. Budhil Jain

Human Resources Officer

Hyderabad Daily

Tombs Road

Hyderabad

Fax No#: 453678909

Dear Mr. Jain,

This is in response to the advertisement you published last week about a job vacancy for news editor.  I believe that I possess the qualifications you are looking for and I would like to apply for the job.  I have sent with this letter my resume for your review.  I can furnish you my recommendations upon your request.  I am a Journalism graduate from a prestigious university where I graduated with excellent grades.  I was also editor-in-chief of our college paper.  After graduation, I was immediately employed as a news staff of a local paper.  As a staff member, I wrote news articles for two years after which I was given additional tasks of copyreading articles.  I gained additional knowledge on editing by attending a training for editors.  I hope I could personally discuss my qualifications with you at your convenient time.  Thank you.

Sincerely,

Adwaya Menon

