
Job Application for [Position Title] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

I am writing to express my interest in the [Position Title] position listed on [where you found the 

job posting]. With my background in [your field/skills], I am confident in my ability to 

contribute effectively to [Company Name]. 

Before moving forward, I have a few questions regarding the corporate guidelines: 

• What are the key performance indicators for this position? 

• How does your company support employee development and training? 

• Are there specific corporate policies regarding remote work and work-life balance? 

• Can you provide insights into the company culture and core values? 

Thank you for considering my application. I look forward to the opportunity to discuss how my 

skills and experiences align with the needs of your team. 

Sincerely, 

[Your Name] 


