Your name 

Your address 1

Your address 2

DATE

CONTACT

EMAIL / POSTAL ADDRESS 
COMPANY
Dear CONTACT NAME or POSITION, (if you don’t know this, put ‘Dear Sir / Madam’)
I wish to apply for the position of POSITION NAME (Reference Number XXXXXXXXX) your organisation recently advertised. 
Please find attached my CV, which highlights my achievements associated to the areas of RELEVANT AREAS.
WORKER

Currently I am employed by XXXXXXXXXXXX as a XXXXXXXXXX.  Some of my key responsibilities within this role include:

· XXXXX

· XXXXX

· XXXXX
Prior to this, I have been employed within the (provide 1 sentence general summary)
FOR EXAMPLE
Prior to this, I have a strong career within business administration, finance, banking and customer services. 
OR

STUDENT

I have recently completed a DEGREE NAME at the UNIVERSITY NAME.  Some of the key papers I completed during this degree include: (Add 4 to 8 key papers)
· XXXXX

· XXXXX

· XXXXX

· XXXXX

(Student only) As well as this, I have gained solid work experience in a number of roles.  These include
PERSONALITY CHARACTERISTICS

I believe I have proven throughout my career that I have a number of key skills and attributes that meet the requirements of this role.  These include:

· XXXXXXXXXXXX 

· XXXXXXXXXXXX

· XXXXXXXXXXXX

OR

I believe my strengths in USE KEY ASPECTS FROM THE ADVERTISEMENT have been responsible for my success 

OR

I believe I have demonstrated during my time with…
OR

My personal skills / strengths include…

OR

Aligned with this experience is
OR

As a XXXXXXXXXXXXXXXXXXXX professional, I have a strong background in
OR

I have a passion for the XXXXXXXXXXXX environment, and wish to further my career within this challenging and exciting industry with XXXXXXXXXXXXXXXX.
QUALIFICATIONS (Do not use if you have used the STUDENT option above)

I am qualified with a QUALIFICATION which I believe would provide a solid foundation for this position.

CONTACT REQUIREMENTS

I hope to have the opportunity to discuss this exciting position further with you.  Please feel free to contact me on my mobile at any stage or on my home telephone number after hours to answer further questions you may have in regard to my application.

Yours faithfully,

CANDIDATE NAME

Phone:  


Mobile:  


Email:   

