<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>  |  <City, ST ZIP Code>  |  <Home Phone Number>  | <Home Phone Number>  |  <Email Address>
	

	*Please note: this template uses tables, to delete or add sections you will need to delete or add cells to the table.

	summary of qualifications

	· Outline a summary of your key qualifications for the position, eg:

· 5 years experience in finance positions

· Graduate Diploma in Financial Management

· Supervision and development of staff

· Solid history of achievement in administrative roles 

	Employment History

	Title
	[Start Date] — [End Date]

	Company, Dates

· Duties

· Duties

·  Duties

· Duties



	Title
	[Start Date] — [End Date]

	Company, Dates

· Duties

· Duties

·  Duties

· Duties



	Title
	[Start Date] — [End Date]

	Company, Dates

· Duties

· Duties

·  Duties

· Duties


	education

	Qualification Title
	[Start Date] — [End Date]

	Institution, Dates

· Majors, areas of study or key achievements

· Majors, areas of study or key achievements

·  Majors, areas of study or key achievements

· Majors, areas of study or key achievements
	

	Qualification Title
	

	Institution, Dates

· Majors, areas of study or key achievements

· Majors, areas of study or key achievements

·  Majors, areas of study or key achievements

· Majors, areas of study or key achievements
	

	Qualification Title
	

	Institution, Dates

· Majors, areas of study or key achievements

· Majors, areas of study or key achievements

·  Majors, areas of study or key achievements

· Majors, areas of study or key achievements


	

	professional memberships


	

	
	

	referees


	


responses to selection criteria


Selection criterion one:
<type responses here>

Selection criterion two:

<type responses here>

Selection criterion three:

<type responses here>
Selection criterion four:

<type responses here>

Selection criterion five:

<type responses here>

Selection criterion six:

<type responses here>

