
Job Application Letter 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Your Email Address] 

[Your Phone Number] 

[Date] 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am a fellow alumnus of 

[University Name], graduating in [Year]. I am reaching out to express my interest in the [Job 

Title] position at [Company Name] as advertised [where you found the job posting]. 

Having built a solid foundation in [Your Field/Industry], particularly in [specific skills or 

experiences related to the job], I believe my background aligns well with the requirements of the 

role. I am particularly drawn to [Company Name] due to [specific reason related to the company 

or its projects]. 

I would be grateful for the opportunity to learn more about the team and share how my skills can 

contribute to [Company Name]'s success. Additionally, I would love to connect with fellow 

alumni in the company to gain insights and advice on the recruitment process. 

Thank you for considering my application. I look forward to the possibility of discussing my 

application with you. Please find my resume attached for more details on my professional 

journey. 

Warm regards, 

[Your Name] 

[LinkedIn Profile or Professional Website Link] 


