your correspondence address

contact numbers, e-mail address
date

J&M Job Service 

ul. Swietokrzyska 12 pok. 314

30015 Krakow

Dear Sir or Madam,

Re: (nazwa stanowiska, na które aplikuje kandydat)

With reference to your advertisement in (źródło informacji o ofercie pracy) of (data ukazania się ogłoszenia), I wish to apply for the post of (stanowisko pracy, na które aplikuje kandydat).

I am currently employed as (obecne stanowisko pracy) with (nazwa aktualnego pracodawcy). 
I have a strong background in (branża, w której kandydat zdobył doświadczenie), and I`m sure I could apply this combination of knowledge and experience to your business.
Your advertisement asked for a knowledge of languages. I speak (nazwa języka obcego). 
Enclosed is a copy of my resume, which fully detailes my qualifications for the position. Please, feel free to contact me should you require any further information.

My present employer requires three months' notice of leave for the termination or my current contract of employment. 

Thank you for your consideration.

Yours faithfully,

 (your full name)
