Your Full Name,
Street Number and Name,
Suburb, state, postcode
Tel: Your phone numbers

dd/mm/yyyy 

Mr/Ms Full Name,
Title,
Company Name,
Street Number and Name,
Suburb, state, postcode.

Re: Name of position or Application for ... 

Dear (correct name of contact, avoid Dear Sir/Madam)
I wish to apply for the above position advertised in ......... on ........ (date) The job reference number is (…….) and why you want that job (i.e. why that industry and why that company) 
Second / Third paragraph
Outline the technical skills, experience, training and achievements that are relevant to the selection criteria or the job description.  

Fourth paragraph
In a brief summary tell them why you are the best fit for the company and how your skills will meet their needs.  

Closing
Thank them for considering your application, tell them that you have attached a copy of your resume, and when you would be available for an interview. Provide your contact details (Phone / Fax / Email) 

Yours sincerely,


Your signature 

Print name

