
**Application Letter Template** 

[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

I am writing to express my interest in the [specific position/title] at 

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

job listing]. With my background in [your field/industry] and experience 

in [relevant skills or experiences], I am confident in my ability to 

contribute effectively to your team. 

In my previous role at [Your Last Company], I successfully [mention a 

specific achievement or responsibility that aligns with the job]. This 

experience honed my ability to [related skill or knowledge relevant to 

the job], which I believe will be beneficial for [Company/Organization 

Name].  

I am particularly drawn to this position because [mention something 

specific about the company or its values that resonates with you]. I am 

excited about the opportunity to bring my expertise in [specific skills] 

to your team and help [Company/Organization Name] achieve its goals. 

Enclosed is my resume, which provides additional details about my 

professional journey. I would welcome the opportunity to discuss how my 

skills and experiences align with the needs of your team. 

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

possibility of contributing to [Company/Organization Name] and am eager 

to provide further information during a personal interview.  

Sincerely,  

[Your Name]  

--- 

**Sample Application Letter** 

John Smith  

123 Maple Street  

Springfield, IL 62701  

john.smith@email.com  

(555) 123-4567  

October 5, 2023  

Jane Doe  

ABC Corporation  

456 Oak Avenue  

Springfield, IL 62702  

Dear Ms. Doe,  

I am writing to express my interest in the Marketing Coordinator position 

at ABC Corporation, as advertised on your careers page. With over five 

years of experience in digital marketing and a passion for innovative 

brand strategies, I am excited about the opportunity to contribute to 

your team. 

In my previous role at XYZ Agency, I successfully managed several high-

profile campaigns that increased client engagement by over 30%. This 



experience honed my skills in data analysis, SEO, and content creation, 

which I believe will be beneficial for strengthening ABC Corporation's 

market presence. 

I am particularly drawn to this position because of ABC Corporation's 

commitment to sustainability and community engagement. I admire your 

recent initiatives and would love to apply my expertise in marketing to 

help further these vital efforts. 

Enclosed is my resume, which provides further details about my 

professional journey. I would welcome the opportunity to discuss how my 

skills and experiences align with the needs of your team. 

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

possibility of contributing to ABC Corporation and am eager to provide 

further information during a personal interview. 

Sincerely,  

John Smith 


