First Last
Address
email@address.com  
Contact number


[Date]

[Hiring Manager details if applicable]

Re: 	[Job title]

To The Hiring Manager, 

I would like to be considered for the [job title] position as advertised on [job board] as at [date advertised]. Outlined below I have highlighted my professional experience, education and the skills which I have developed that are most relevant to this position.
[bookmark: _Hlk87780234]
I [x] years of experience working in various [relevant positions] in personal / professional environments, most recently being employed as [recent job you have held] at [former or current employer]. During my time employed at [former or current employer] I was responsible for [list relevant experience]. I was also involved with [relevant experience]. 

My experience to date has enabled me to develop and demonstrate the following capabilities which I believe will add value to the position of [job title]:
· [List capabilities you have relevant to this job]

I am [list your attributes which make you suitable for this job. E.g., self sufficient, have strong time management skills, communication skills, and how you have demonstrated this in the workplace]. I consider my strengths to include [list strengths].
 
I believe that I am a well suited candidate for this position as [list the reasons why you are a well suited candidate for the job you are applying for]. 

I would be grateful for an opportunity to further discuss my suitability for the position and look forward to hearing from you.
 
Kind regards,
[Your name]

