Apartment 17, 5678 City Road, New York, N.Y.
914 925 260 ap@palace.net
Mr Richard Barron

Director of Human Resources

Orient Media, Inc.

777 Long Street

NEW YORK

NY

28 April 2006

Dear Mr Barron

Bilingual Personal Assistant

I wish to apply for the post of Bilingual Personal Assistant advertised in today's issue of the New York Times.

You will see from the enclosed resume that I have ten years' experience in the publishing field, the last seven as a bilingual secretary. I have also traveled widely, accompanying the vice president on trips to Asia. 

I am fluent in French, which I studied while at university, and in Japanese, having spent two years working in a publishing company in Tokyo.

If you feel that my qualifications and experience are suitable, I can be available for interview at short notice. Thank you for your consideration.

Sincerely

[signature goes here]

Amanda Prince

Enc:

