
**Template Example 1: Job Application Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

[Employer's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip]  

Dear [Employer's Name],  

I am writing to express my interest in the [Job Title] position listed at 

[Where You Found the Job Posting]. With my experience in [Your 

Field/Industry] and a background in [Relevant Skills or Qualifications], 

I am excited about the opportunity to contribute to [Company's Name].  

In my previous role at [Previous Company Name], I successfully 

[Achievement or Responsibility]. This experience has equipped me with 

[Skills], which I believe will be beneficial in the [Job Title] role.  

I am particularly drawn to this position at [Company's Name] because 

[Reason related to Company/Job]. I am eager to bring my [Your Unique 

Qualities or Skills] to your esteemed team.  

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

opportunity to discuss how my skills and experiences align with the needs 

of your team.  

Sincerely,  

[Your Name]  

--- 

**Template Example 2: Graduate School Application Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

[Admissions Committee]  

[University's Name]  

[Department's Name]  

[University's Address]  

[City, State, Zip]  

Dear Admissions Committee,  

I am writing to apply for the [Program Name] at [University's Name] for 

the [Term/Year]. With a strong academic background in [Your Major/Field] 

and hands-on experience in [Related Experience], I am enthusiastic about 

the opportunity to further my education at your prestigious institution.  

During my studies at [Your Undergraduate College/University], I engaged 

in [Relevant Projects/Research], which ignited my passion for [Field of 

Study]. My ambition is to [Your Career Goals Related to the Program], and 

I believe that your program's emphasis on [Specific Aspects of the 

Program] will equip me with the necessary tools to achieve this.  

I am particularly impressed by [Specific Faculty Members or Resources], 

and I am excited about the possibility of contributing to [Research or 

Projects] at [University's Name].  



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

possibility of discussing my candidacy further.  

Sincerely,  

[Your Name] 


