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Unit 2
A letter of application


Steinerstr. 18
Mr D Cooper
51107 Köln

JTB World Headquarters
Germany

Stafford ST8 4EW

England



23 March 20 _ _

Dear Mr Cooper

Application for a work placement with JTB

I would like to apply for one of the work placements which you advertised on the praktikumsbörse.de website. I would be interested in a six month placement in the area of export sales. I would be available to start work in August this year.

I am currently in the second year of a two-year full-time course in business administration at a vocational college in Cologne, Germany. After finishing my work placement with you, I will obtain my qualification as a management assistant (Kauffrau). This is equivalent to a BTEC National Certificate in the UK.

As you will see from my enclosed CV, I have a good knowledge of English and advanced computer skills. As part of my college course last year, I successfully completed a four-week placement in a local German company. My employers there found me reliable and keen to learn. I have a wide range of interests including sport, dance and photography.

I would very much welcome the opportunity to work in a major international company in the UK and believe that I would be an enthusiastic and hard-working employee. I hope that you will consider my application and look forward to hearing from you.

Yours sincerely

Kristina Lenz

Kristina Lenz

Encl.: CV
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