[Hiring manager’s name] 						[Your name]
[Hiring manager’s position] 						[Your address]
[Company]								[Your contact number]
[Company address]							[Your email address]

[Enter date]

Dear [insert hiring manager’s name]

Re: [insert the job title and any reference numbers]

I am writing to apply for the above position at [Company name], which was advertised at/on [enter where you saw the role]. I was particularly interested in this role as [here’s your chance to sell yourself with a unique selling point.  Talk about a key skill or experience that makes you an attractive candidate. Try to refer to the most critical areas of the job ad, for example: are you currently doing this job, are you working for a competing business, is there a rare required skill or qualification that you have, etc.]

Please find attached a copy of my CV/resume̒ to support my application. It demonstrates a number of requirements that I meet from the ad, including [there’s no need to rewrite your CV, however, highlight some key requirements that you meet, for example]:
1. [Your experience – if they ask for 10 years’ experience and you have 11, highlight it]
1. [Your skills - highlight core skills that talk to the key selection criteria for the role]
1. [Management – if you need people management skills, emphasise your experience] 
1. [Performance - detail any key achievement or result that relate to the role. For example: hitting KPIs, efficiencies, over delivery, etc.].
[Next, talk about why you would like to work for the company and why you are a good fit. For example: I have wanted to work for Company name for several years because of XXX. And if someone from the business referred you, detail it now.]
I would welcome the opportunity to talk to you about this position in more detail, and how I could add value to [insert Company name]. 
I look forward to hearing from you.
Yours sincerely,
<Your name>

