Job Application for [Position Name]

[Your Name]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]
[Hiring Manager's Name]
[Company's Name]
[Company's Address]
[City, State, Zip Code]
Dear [Hiring Manager's Name],
| am writing to express my interest in the [Position Name] at [Company's Name], as advertised
on [where you found the job list]. With my background in [Your Field/Industry] and specific
experiences that align closely with the duties outlined in your job description, | am excited about
the opportunity to contribute to your team.
In reviewing the responsibilities of the [Position Name], | noticed that key duties include:

e [Duty 1 from job description]

e [Duty 2 from job description]

e [Duty 3 from job description]
My experience in [Your Previous Job/Field] has equipped me with the skills required for these
responsibilities. For instance, in my role at [Your Previous Company Name], | successfully
[specific achievement or responsibility that aligns with Duty 1]. Additionally, my ability to
[specific skill or experience that aligns with Duty 2] further supports my capability to fulfill the
expectations of the position. Lastly, | have a proven track record in [example related to Duty 3],
which | believe would add value to your team.
| am very enthusiastic about the possibility of joining [Company's Name] and contributing to the

success of your team. 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 organization.



Sincerely,

[Your Name]



