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Standard Job Application Letter

Your address

City

(Country)

Ms M Stanton

Name of company

Address

City

(Country) 

I wish to apply for the post of name of post and enclose my Curriculum Vitae./ With reference to your advertisement for name of post in name of paper on date, I enclose my CV.

I have considerable experience or commitment to the type of work, having developed my career workplace years/achievements. 

Give some evidence for this, briefly, and in consistency with your CV.

Say what you believe is positive to do in that type of post in the face of whichever processes, e.g. I believe it is important for a service organization to reflect the priorities of its clients and others and have therefore maintained good communication with all sections of… In addition, I have much experience of negotiating with the Local Authority…

I recognize that the post is an exciting and challenging one and I look forward to being given the opportunity, at interview, to show I can meet the challenge.

Yours sincerely

John Smith

Speculative Application Letter

Same contact info 

Dear Ms Stanton

I notice that your company is launching a product, campaign and am writing to find out whether you have any openings for position: e.g. sales manager.

As you will see from the attached details of my career, tell about your recent and former experience relevant for your objective, e.g. I have spent the past five years in a variety of sales jobs in two different companies. I had worked in the sale office of my first employer from leaving school; as soon as I was old enough I applied to join the sale training scheme. I was given good grades at the end of my training and … 

My aim now is to move into sales management proper, as after having given the evidence, make your point, state your qualities for the post, e.g. I have proved that I can sell and can lead a successful team.

Although I appreciate that you may not have any opportunities in this area at present, I hope that an informal interview can be arranged to discuss possible openings in the future.

Same ending


