[Your Full Name]
[Your Address Line 1]
[City, Postcode]
[Your Phone Number]
[Your Email Address]
[Date]
[Hiring Manager's Name]
[Job Title]
[Company Name]
[Company Address]
[City, Postcode]
Re: Application for [Job Title] Position
Dear [Hiring Manager's Name / Hiring Team],
Opening Paragraph - Hook & Position
I am writing to express my strong interest in the [Job Title] position at [Company Name], as advertised on [where you found the job]. With my background in [relevant field/experience], I am confident that I can contribute effectively to your team and help [Company Name] achieve [specific goal or mission].
Second Paragraph - Why You're Qualified
In my current/previous role as [Your Job Title] at [Your Company], I have developed strong skills in [Skill 1], [Skill 2], and [Skill 3]. A key achievement was [specific accomplishment with quantifiable results if possible]. This experience has prepared me well for the challenges and responsibilities of the [Job Title] role at your organisation.
Third Paragraph - Why This Company
I am particularly drawn to [Company Name] because of [specific reason - company values, projects, reputation, mission]. Your commitment to [something specific about the company] aligns perfectly with my professional values and career aspirations. I am excited about the opportunity to contribute to [specific project, team, or initiative] and grow within your organisation.
Closing Paragraph - Call to Action
I would welcome the opportunity to discuss how my skills and experience align with the needs of your team. I am available for an interview at your convenience and can be reached at [phone number] or [email address]. Thank you for considering my application. I look forward to hearing from you.
Yours sincerely,
[Leave space for signature if printing]
[Your Full Name]
✏️ TIPS FOR CUSTOMISING THIS TEMPLATE
• Research the company and mention specific projects, values, or achievements
• Use keywords from the job description throughout your letter
• Quantify achievements where possible (e.g., 'increased sales by 25%')
• Keep it to one page maximum
• Proofread carefully for spelling and grammar errors
• Delete these tips before sending!
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