The Letter of Application
Note:  DO NOT put your name or telephone number here!!!

Your complete mailing address

City, Province   Postal Code

Date of Writing (Write out in full - not just numbers)


Reader's Name 

Reader's business title

Company Name

Complete Company Address

City, Province   Postal Code
Dear Mr./Mrs./Ms./Miss/Dr. (Surname of reader):          Notice the use of the colon

Reference:  (must use one when a number or specific title is included in job posting)

Paragraph  One.  Explain why you are writing.  Name the position, title and/ or type of work for which you are applying, and indicate how, when, and where, or from whom, you heard of the opening. You may want to include some subtle flattery for the company – have you done your research? You may also wish to refer to your enclosed resume.

Paragraph Two.  This paragraph should focus on your education or your work experience, whichever is your best and brightest, and whichever is most important to the position you seek (check out the ad).  Describe 2-3 specific qualifications as they relate to the position.  Explain how your background, training and experience would be useful to the employer.  When answering an ad, be sure to address the requirements listed in the ad (e.g. academic qualifications, skills, qualities, etc.) and show with specific examples how your qualifications and experience meet them.
Paragraph Three. This paragraph should focus on whichever aspect you did not use in paragraph two (education or work experience.).  It could also describe your personal qualities and transferable skills acquired in volunteer work or  other parts of your life, if those qualities have a direct application to the job.

Paragraph Four.   Restate your interest in the position; emphasize your flexibility and availability.  Urge action on the part of the reader by asking for an interview ("at your convenience").  If it is appropriate, seek additional information or an application. You must provide a means for the employer to contact you: phone number(s), e-mail, answering machine, convenient times, etc. Thank the reader for the attention to your application.


Yours truly,

Your signature (blue or black ink only)   Don't forget to sign the letter before you mail it!!
Your Name (typewritten)

Attached: Resume – must always be indicated, as it can separated from the letter
Always try to address to a specific person!





Must match





No specific person to address?


Use the name of the department, or "Human Resources Department:", or "Attention Selection Committee:".


But do not use "To whom it may concern:"





Note the use of the comma, and the capitalization








