
 

 

Job application format  

  

Q: Job application format and example  

  

[Your Name]   

  

[Your Address]   

  

[City, State, Postal Code]   

  

<space>  

  

[Date]  

  

<space>  

  

[Subject]  

  



 

 

<space>  

  

Dear [Mr./Ms. Last Name],  

  

I am writing to apply for the [Position Title] at  

[Company Name], as advertised on [Job Listing 

Source]. I am excited about the opportunity to 

join your team and contribute my skills and 

experience to further the success of [Company 

Name].  

  

In my current role as [Current Position] at 

[Current Company/Organization], I have gained 

valuable experience in [relevant skills/industry 

knowledge]. I have successfully [mention 

achievements or responsibilities related to the 

position]. These experiences have equipped me 

with [specific skills or qualifications] that align 

with the requirements of the [Position Title].  

  



 

 

I am particularly drawn to [Company Name] due 

to its [mention company values, mission, or 

industry reputation]. I am impressed by the 

company's commitment to [specific aspect] and 

its [mention recent accomplishments or projects]. 

I am confident that my skills and passion for 

[industry/field] would make me a valuable asset 

to your team.  

  

I have attached my resume, which provides 

additional details about my qualifications and 

experiences. I would welcome the opportunity to 

discuss how my skills can contribute to [Company 

Name] in more detail. Thank you for considering 

my application.  

  

<space>  

  

Sincerely,  

  

[Your Full Name]   



 

 

  

[Email Address]   

  

[Phone Number]  

  

Key points for body of letter:  
  

~Opening Paragraph:  
  

• State the position you are applying for and 

mention where you found the job listing or 

how you learned about the opportunity.  

  

• Express your interest in the position and 

briefly explain why you are a suitable 

candidate.  

  

~Body Paragraph(s):  



 

 

  

• Highlight your qualifications, skills, and 

experiences that are relevant to the position.  

  

• Provide specific examples or achievements 

that demonstrate your capabilities.  

  

• Explain why you are interested in working for 

the company and how you can contribute to 

their goals.  

  

• Customize this section to align with the 

requirements and responsibilities outlined in 

the job description.  

  

~Closing Paragraph:  

  

• Reiterate your interest in the position and 

your enthusiasm for the opportunity.  



 

 

  

• Thank the employer for considering your 

application and express your willingness to 

provide further information or attend an 

interview.  

  

• Provide your availability for contact and 

mention any attachments or documents 

included with your application, such as a 

resume or cover letter.  

  

Example 1:  

  

[Your Name]   

  

[Your Address]   

  

[City, State, Postal Code]   

  

[Phone Number]   



 

 

  

[Email Address]  

  

  

  

[Date]  

  

  

  

[Subject]: Applying for [certain position] in your 

company  

  

Dear Hiring Manager,  

  

I am writing to apply for the job position at your 

company. I am excited about the opportunity to 

work with your team and contribute my skills and 

abilities.  

  



 

 

I am a dedicated and reliable worker with a 

positive attitude. I have good communication 

skills and enjoy working with people. I am a fast 

learner and can adapt quickly to new tasks and 

responsibilities.  

  

Although I may not have previous work 

experience, I am eager to learn and willing to 

work hard. I am a responsible individual and can 

be trusted to complete tasks on time. I am also 

comfortable using computers and can learn new 

software or systems easily.  

  

I am enthusiastic about the work your company 

does and I believe that my skills and abilities 

would be a good fit. I am a team player and enjoy 

collaborating with others to achieve common 

goals.  

  

I have attached my resume, which provides more 

information about my education and any relevant 



 

 

skills or experiences. I would appreciate the 

opportunity to discuss my qualifications further in 

an interview. Thank you for considering my 

application.  

  

I am available at your convenience for an 

interview. You can reach me at the phone number 

or email address provided. I look forward to the 

possibility of working with you and contributing to 

the success of your company.  

  

Sincerely,  

  

[Your Full Name]   

  

[Email Address]   

  

[Phone Number]  

  

Example 2:  



 

 

  

[Your Address]   

  

[City, State, Postal Code]  

  

  

  

[Date]  

  

  

  

[Subject]:  Applying for [certain position] in your 

company  

  

  

  

Respected Hiring Manager,  

  



 

 

I am writing to apply for the job position at your 

esteemed company, as advertised in the 

[Newspaper Name] on [Date]. I am excited about 

the opportunity to join your team and contribute 

my skills and dedication to your organization.  

  

I am a quick learner and possess strong 

problemsolving abilities. I have excellent 

communication skills and enjoy working 

collaboratively with others to achieve common 

goals. I am detailoriented and have a strong sense 

of responsibility, ensuring that tasks are 

completed accurately and efficiently.  

  

Having learned about your company's reputation 

for excellence and commitment to innovation, I 

am impressed and motivated to be a part of your 

organization. I believe that my dedication, 

enthusiasm, and willingness to learn will make me 

a valuable addition to your team.  

  



 

 

I have enclosed my resume, which provides 

further details about my educational background 

and any relevant coursework or projects. I would 

greatly appreciate the opportunity to discuss how 

my skills align with the requirements of the 

position in an interview. Thank you for 

considering my application.  

  

I am available at your convenience for an 

interview, and you can reach me at the phone 

number or email address provided. I am excited 

about the possibility of contributing to your 

company's success, and I look forward to the 

opportunity to discuss my qualifications further.  

  

Thank you for considering my application. I 

appreciate your time and consideration.  

  

  

  

Sincerely,  



 

 

  

[Your Full Name]   

  

[Email Address]   

  

[Phone Number]  


