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job application - letter template

[DATE] 

[Name of Company Applying To]
Attn: [Full Name of Hiring Manager]
[Street Address]
[City/State]
[Postcode]

[Greeting]
Dear Mr/Mrs/Ms                                   or To whom it may concern

1st Paragraph
• Introduce yourself. 
• State why you are writing to them. 

 ◦ Include job title, company/organisation. Include where and when you have seen 
the position advertised.

2nd Paragraph
• State why you want to work for the company.

 ◦ What is it about the company or role that appeals to you?
 ◦ Where possible, try to show that you are knowledgeable of the company’s 

products or services.

3rd Paragraph
• List your skills that make you the best person for the job.

 ◦ Any relevant licences or certificates.
 ◦ Any personal qualities that you feel suit the position.
 ◦ Try and link your skills to what the job advertisement is asking for.

4th Paragraph
• Conclusion

 ◦ Show your enthusiasm for the job.  
• For example, I look forward to hearing from you soon. 

[Closing] Yours sincerely

(Sign your name)
[Your Full Name]

       [Your Full Name]
[Street Address]

[City/State]
[Postcode]

Phone: [Your Phone Number]
Email: [Your Email Address]



29th August 2013

Transperth Ticketing
Attn: Mr Thomas Rain
Public Transport Centre
West Parade
East Perth, WA 6000

Dear Mr T. Rain

My name is Mr Samuel M Rider and I am applying for the position of Ticket Technologies 
Manager with Transperth which you had advertised in The West Australian on 27th 
August 2013.

While I thoroughly commend Transperth for the public transport services it offers the 
people of Perth, I believe my skills would be of great benefit to your organisation. I have 
been catching public transport for some time now and have found that always having to 
find money (and even the correct change) to pay for your ticket can be rather inconvenient. 
I believe I have the ability to make everyone’s journey significantly easier and cheaper with 
my new invention.

I believe I am the right person for the job as I currently hold the following qualifications:
• Bachelor of Computer Science - UWA
• Masters of Internet Security – Curtin University
• Member of Institute of Electrical and Electronics Engineers (IEEE).

I have a passion for making things easier. I was responsible for inventing the sun screen 
applicator which won international accolades in skin cancer prevention. I was also 
responsible for the much-loved Upside-Down-Trampoline-Shoes™ enabling children 
around the world to easily jump over dogs and puddles on their way to school. Now I’d like 
the opportunity to use these skills to help make Transperth easier to use for everyone.

I believe my expertise and skill set could help revolutionise the way your passengers 
purchase their tickets when using public transport. I very much look forward to hearing 
from you regarding this position.

Yours sincerely

Samuel Martin Rider

Samuel M Rider
30 Transperth Place

East Perth, WA 6000
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