[image: image1.jpg]CATCH





Your Name
Street name and number
Suburb, STATE, Postcode
Phone Number
email address

[Date]


Employer contact name

Employer contact position title (e.g. HR Manager)
Employer company name 
Employer address street name and number
Employer suburb, STATE, postcode 


Dear Mr / Mrs ………. 

Re: name of role advertised (e.g. Customer Service Assistant)  

Please accept this letter as an application for the position of (name of role)  at (company name) as advertised on Seek.com.au (or enter other advertiser name).

Write a paragraph about your current role, if you’re not working write about what you are currently doing etc.) 

Write a paragraph about your strengths and if possible back each strength up with an example from previous employment or extracurricular activities) 

Write a paragraph about your work experience commenting on specific skills such as the ability to make coffee using an espresso machine / receiving deliveries or ability to use Microsoft excel) 

I am a hardworking and enthusiastic employee who would love the opportunity to advance my career with your company. Please find my resume attached, I hope to have opportunity to discuss my suitability for the role with you.  

Kind Regards 

[sign here]

Your Name 
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