
[Your Name]  

[Your Address]  

[City, Postal Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Company Address]  

[City, Postal Code]  

Dear [Recipient's Name],  

I am writing to apply for the [specific position or opportunity] at 

[Company/Organization Name] as advertised [mention where you found the 

advertisement]. I am currently a [your year, e.g., Year 11] student at 

[Your School Name] and am seeking an opportunity to gain practical 

experience in [field/industry]. 

Throughout my studies, I have developed a keen interest in [related 

subject or skill], and I believe that my enthusiasm and dedication make 

me a strong candidate for this position. My skills in [specific skills or 

experiences relevant to the position] have prepared me well to contribute 

positively to your team. 

I am particularly drawn to [Company/Organization Name] because [mention 

something specific about the company/organization that appeals to you]. I 

believe that this position would provide me with the valuable experience 

necessary for my future career aspirations. 

I am eager to discuss my application further and learn more about the 

opportunity. Thank you for considering my application. I look forward to 

your response. 

Sincerely,  

[Your Name] 


