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Application for an internship

Dear Madam or Sir,

my name is Max Muster. I am 17 years old and I am attending the second grade of a Higher Vocational School for Commerce and Tourism called “die Wi’Mo” in Klagenfurt, Austria (www.diewimo.at). Students in our school are demanded to go on an internship for three months (between June and September 2015) after the third class in order to improve their practice. As foreign work experience is recommended for students at my school and financially supported by ERASMUS+ (EU – project  http://ec.europa.eu/programmes/erasmus-plus/index_en.htm  ), I hope to find a place for an internship at your hotel/ company/.

I am very interested in foreign languages and learning about other countries and cultures would be a great chance to improve my language knowledge. Apart from that it would help a lot to gather useful experiences for my future.

I really like working in teams because I am very sociable. Beside that I am punctual, reliable and open-minded. I have pretty good language skills in English and a basic knowledge of Italian/ Spanish/ French. Furthermore I can offer solid IT skills (MS – Word, PowerPoint and Excel).
Apart from this, I am well trained in cooking and serving so an internship as a waitress/ receptionist/ room keeper/… would be ideal, but I could also work at the guest relation desk/ as a host/ hostess in the field of leisure and recreational activities.

I am looking forward to your reply within the next two weeks. If you need any further information, please do not hesitate to contact me via phone or Email. 

Thank you for your consideration!

Yours faithfully,

Max/ Maximiliane Muster
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