<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>

Please find attached my application for <position title>, <position / job requisition number> advertised in the <insert> on the <date>. 

Thank you for your time in considering my application. I am confident that my knowledge, skills and abilities make me a strong candidate 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. I would be happy to attend an interview to further substantiate my claims and prove my suitability for the position.

Yours sincerely,

(signature)

Name

Attachments:

1. Application form

2. Resume

3. Statements addressing selection criteria

FIRSTNAME LASTNAME
Street address | suburb state postcode | phone number | mobile number | email address

OBJECTIVE
Write a paragraph or two that summarises your career objective.
SUMMARY OF QUALIFICATIONS

· Outline a summary of your key qualifications 

· That relate specifically to the position you are applying for
· This is where you focus on the key skills
· That will be of benefit to the position
· And organisation that is offering the position

PROFESSIONAL ACCOMPLISHMENTS

Field or area of accomplishment e.g sales and marketing
· Duty / responsibility / achievement

· Duty / responsibility / achievement

· Duty / responsibility / achievement

· Duty / responsibility / achievement 

· Duty / responsibility / achievement

Field or area of accomplishment e.g leadership and management
· Duty / responsibility / achievement

· Duty / responsibility / achievement

· Duty / responsibility / achievement

· Duty / responsibility / achievement 

· Duty / responsibility / achievement

Field or area of accomplishment e.g financial budgeting
· Duty / responsibility / achievement

· Duty / responsibility / achievement

· Duty / responsibility / achievement

· Duty / responsibility / achievement 

EMPLOYMENT HISTORY

Dates of employment


Job Title

Company Name

Dates of employment


Job Title

Company Name
Dates of employment


Job Title

Company Name
Dates of employment


Job Title

Company Name
EDUCATION HISTORY

Date of course completion

Name of course

Institution

Date of course completion

Name of course

Institution
Date of course completion

Name of course

Institution
Date of course completion

Name of course

Institution
Date of course completion

Name of course

Institution
Date of course completion

Name of course

Institution
REFERENCES

Referees are available upon request.

STATEMENTS AGAINST THE SELECTION CRITERIA

<insert criterion one>

<insert response>

<insert criterion two>

<insert response>

<insert criterion three>

<insert response>

<insert criterion four>

<insert response>

<insert criterion five>

<insert response>
<insert criterion six>

<insert response>
CONFIDENTIAL
1 CLICK HERE AND INSERT YOUR NAME


