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AXELIS: SAMPLE COVER LETTER
Alison Smith
4/20 Pineapple Lane
Kedron, 4013
Ph: (07) 1234 5678
Mob: 0482 999 888
E: AlisonJ@snoopy.com.au 

4/7/2007

Dear Mrs Robertson, 

I am writing to you to express my interest in becoming a committee member for the Aspley Little Athletics Club. I am aware that the annual general meeting will be held in a months’ time and that some existing committee members are looking to vacate their positions. My niece is involved with the club and I have regularly attended events with her.

I have several years of experience on the committees of various non-profit organisations which I feel sure would enable me to contribute to your committee. In addition to this, I have strong marketing, communication, project management, administrative and writing skills. I also have coaching and officiating experience. 

Thank you for your consideration. I look forward to hearing from you to arrange an opportunity to discuss my nomination. 

Sincerely, 

Signature 

Typed Name 

Address: 4/20 Pineapple Lane, Kedron, 4013
Tel: (07) 1234 5678 – Mobile: 0482 999 888
