**Strategic Letter Outline for Government Job Applications**

1.

**Header**

Your Name

Your Address

City, State, Zip Code

Email Address

Phone Number

Date

**Recipient Information**

Hiring Manager's Name

Job Title

Department/Agency Name

Address

City, State, Zip Code

**Subject Line**

Application for [Job Title] - [Job Reference Number]
**0Opening Paragraph**

Brief introduction

Mention the job title and where you found the job listing
Express enthusiasm for the role and the agency

**Body Paragraph 1: Relevant Experience**

Highlight specific relevant work experience

Include key accomplishments and responsibilities

Emphasize skills that align with the job requirements
**Body Paragraph 2: Knowledge of Agency and Mission**
Demonstrate understanding of the agency's mission and goals
Connect personal values and career objectives with the agency's work
**Body Paragraph 3: Key Skills and Qualifications**

Detail additional skills (e.g., communication, teamwork, leadership)
Mention any relevant certifications or training

Provide examples that illustrate your capabilities
**Closing Paragraph**

Reiterate interest in the position

Express willingness to discuss your application in more detail
Thank the recipient for their consideration

**Signature**

Sincerely,

Your Name

(Optional: LinkedIn profile or professional website link)



