<Name>

<Address 1>

<Address 2>

<Address 3>

<Date>

<Recipients Name>

<Recipients Address 1>

<Recipients Address 2>

<Recipients Address 3>

Dear <Recipients Name>,

Re: <Position Title>

I am writing to express my strong interest in the above position, advertised in the <insert> on the <date>. 

I have strong claims against all selection criteria, and believe my strengths for this position are <insert strengths>. I have completed <insert relevant qualifications or courses>.

Thank you for your time in considering my application. I am confident that my abilities and passion for the field make me a strong contender for the role. I have enclosed my Resume and statements addressing the selection criteria as evidence that I meet all the criteria listed in the selection documentation. An interview would give me the chance to further prove my suitability for the position, and unique strengths.

Yours sincerely,

(signature)

Name

Attachments:

1. Application form

2. Resume

3. Statements addressing selection criteria

	

	<Street Address, Town, State, Post Code> 
<Phone> <Mobile> <Email> 


	

	<First name Last name>

	
	

	Experience
	<Company>
	
	<Dates>

	
	<Job Title>
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]

	
	<Company>
	
	<Dates>

	
	<Job Title>
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]

	
	<Company>
	
	<Dates>

	
	<Job Title>
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]

	
	<Company>
	
	<Dates>

	
	<Job Title>
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]
·  MACROBUTTON  DoFieldClick [Job responsibility/achievement]

	
	
	
	

	Education
	<Dates of Degree>
	<University Name>
	<Location>

	
	<Name of Degree>
· <Major>
· <Awards or achievements>

	
	

	Interests
	 MACROBUTTON  DoFieldClick [Briefly list interests that may pertain to the type of job you want.]

	
	

	References
	References are available on request.


Selection Criterion 1: <insert criterion>
<Insert statement of claims>

Selection Criterion 2: <insert criterion>

<Insert statement of claims>

Selection Criterion 3: <insert criterion>

<Insert statement of claims>

Selection Criterion 4: <insert criterion>

<Insert statement of claims>

Selection Criterion 5: <insert criterion>

<Insert statement of claims>

Selection Criterion 6: <insert criterion>
<Insert statement of claims>
Confidential Application
1
<Double click here and insert your name>


