COVER LETTER – SAMPLE
Hafnarfjörður 26. júlí 2000
Gagn og gaman
Hafnarstræti 7
220 Hafnarfirði


Dear xxx,
My name is Hafdís Hafsteinsdóttir, and I am applying for the position in reception
and sales that was advertised in DV on July 25, 2000.
I am applying for this position because I have an interest in office work and enjoy
working with people. I have experience in reception duties and general office work.
I am familiar with computer use, including word processing, spreadsheets, the
internet, and email. I am fluent in Icelandic and have good knowledge of both written
and spoken English. I am quick to learn new things, have good manners and
communication skills, and I am open, cheerful, positive, and enjoy working with
others.

I am very interested in working for Gagn og Gaman, as the nature of the work suits
me well.

My hobbies include horseback riding, singing, reading, and sports. I have worked
with short-term employment before and am now seeking a long-term position.
 Best regards,
____________________
Hafdís Hafsteinsdóttir
Hafnarstræti 7
220 Hafnarfirði
Phone: 999 8899
e-mail: hdis@aknet.is
