
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to express my interest in the JWC application for [specific 

program or position] as advertised on [where you found the listing]. I am 

excited about the opportunity to contribute to [company/organization's 

name] and believe that my skills and background align well with the 

requirements of this position.  

In the attached documents, you will find:  

1. My resume  

2. A cover letter detailing my qualifications  

3. Any additional documents (e.g., references, certifications, or 

portfolios)  

I appreciate your consideration of my application and look forward to the 

possibility of discussing it further. Thank you for your time.  

Sincerely,  

[Your Name]  

[Attachments: Resume, Cover Letter, Additional Documents] 


