
Job Application: Responsibility Allocation 

Date: [Insert Date] 

To: [Hiring Manager's Name] 

Company: [Company Name] 

Address: [Company Address] 

Dear [Hiring Manager's Name], 

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

on [where you found the job listing]. I believe that my skills and experience align well with the 

responsibilities outlined in the job description. Below, I have outlined my thoughts on how I can 

effectively allocate my responsibilities to meet the needs of your team: 

Responsibility Allocation: 

• Responsibility 1: [Description of how you will handle this responsibility] 

• Responsibility 2: [Description of how you will handle this responsibility] 

• Responsibility 3: [Description of how you will handle this responsibility] 

• Responsibility 4: [Description of how you will handle this responsibility] 

I am eager to bring my expertise in [your field/industry] to [Company Name] and contribute to 

[specific goals or projects]. Thank you for considering my application. I look forward to the 

opportunity to discuss how I can be an asset to your team. 

Warm regards, 

[Your Name] 

[Your Address] 

[Your Email] 

[Your Phone Number] 


