
How To Write Application Letter
For a Job

1. Start with Proper Formatting

● Use a professional font (e.g., Times New Roman, Arial) sized between 10.5 and

12.

● Include your contact information at the top, followed by the date, and then the

employer's details.

● Maintain a formal structure with clear paragraphs.

2. Address the Recipient Correctly

● Try to find out the name of the hiring manager or the person responsible for

recruitment. Use "Dear [Name]" for a personal touch. If you can't find a name,

"Dear Hiring Manager" is a suitable alternative.

3. Open with a Strong Introduction

● Start with a compelling opening sentence that grabs attention.

● Mention the job you’re applying for and how you found out about it.

● Briefly introduce yourself with a focus on your professional background relevant

to the job.

4. Highlight Relevant Qualifications and Experience

● Tailor this section to the job description, emphasizing your skills and experiences

that align with the job requirements.

● Use specific examples to demonstrate your achievements. Quantify your

successes with numbers when possible.

● Mention any relevant education, certifications, or training.
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5. Show Enthusiasm for the Role and Company

● Explain why you’re interested in the role and the company. Be sincere and

mention aspects of the company culture, projects, or missions that resonate with

you.

● This shows the hiring manager that you’ve done your homework and are

genuinely interested in becoming part of their team.

6. Closing Your Letter Professionally

● Express your gratitude for the reader's time and consideration.

● State your eagerness to discuss your application in further detail and your

willingness to provide additional information.

● Include a professional closing, such as "Sincerely," followed by your name.

7. Proofread and Edit

● Check your letter for any spelling or grammatical errors. Errors can detract from

the professionalism of your letter.

● Consider asking someone else to review your letter for clarity and impact.
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