
Job Application for Project Completion 

Summary 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, ZIP Code] 

Dear [Recipient Name], 

I am writing to express my interest in the [Job Title] position at [Company Name], as advertised 

on [Where You Found the Job Posting]. I believe my experience in completing projects 

successfully aligns with the requirements of the role. 

As a [Your Job Title/Profession], I have led several projects that required meticulous planning 

and execution. Notably, I recently completed [Project Name] which involved [Brief Description 

of the Project]. During this project, I successfully [Highlight a Key Achievement or 

Responsibility], which resulted in [Outcome or Benefit]. 

I have attached my resume, which provides further details on my background and 

accomplishments. I am excited about the opportunity to bring my expertise in project 

management to [Company Name] and contribute to your team's success. 

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] 


