LETTER TEMPLATE

Careers Development Group

Refuge House

30 January 2009

Dear XXXXXX,

I am writing to you concerning the XXXXX vacancy you have currently advertised in the XXXXXXXX. I have a client on my books that I would like to recommend for this position, I enclose their CV.

OR Further to our earlier conversation regarding the XXXXX vacancy, I enclose XXXXX CV for your consideration.

My client, XXXXX, has previous experience in this kind of work having done XXXXXXXXXXX.

OR My client, XXXXXX, is seeking to develop a career in this kind of work and is very passionate/ interested in XXXXX (cars/hairdressing/building/retail)

He/She is willing to undertake a work trial for this position for up to one week to prove he/she is the best candidate for the job, matching the hours and duties/task associate with the role. This will not cost you a thing and there is no obligation to employ XXXX if they aren’t suitable. 

I can see that this role would require someone who has the following soft skills xxxxxxxxx, which is why I am recommending this person for the role OR I can vouch that my client XXXXX has these skills and is also competent/hardworking/

CDG is a national charity providing a specialist recruitment service, which is free to business, supports the economy and focuses on reducing local unemployment numbers.
OR Careers Development Group, CDG, is a national charity operating similarly/providing a similar service to a recruitment company, 
OR CDG is a national charity providing the most risk averse recruitment service on the planet!
the differences being that we don’t charge a fee for our service, you get to see the client actually doing the job before you commit to employing them and we work with any local person on benefits wishing to get back into work.

All our clients have to be referred via Jobcentre Plus to ensure that we’re working with local people that need expert guidance to find careers they can sustain.
At the end or during the work trial you make/take the decision to employ XXXX, there is more good news! There is money available to contribute to XXXX’s wages for up to the first thirteen weeks of employment, which is up to £45 a week, and up to £750 for any certified training they may require. This is known as New Deal. 
We have a long credible history of providing this service to other businesses, for instance XXXX from XXXXXX provided the following quote………….

I will call you on the XX of XXXXXX to discuss this proposal with you, however please do not hesitate to contact me in the meantime on xxxxxxxxxxxxxxxxxx.

Sincerely yours,
Adam Nicholson
Employment Liaison Officer
PUT ALL YOU DETAILS HERE
