Sample Job Application Letter

Using the tips and tricks mentioned above, we’ve compiled a sample job application letter (also known as a cover letter) to give you a better idea and understanding of how to write a job application letter. Our sample job application letter can be found below;

I am writing to express my interest and excitement over < Insert Position, as well as company name and location.> I believe I would make a great addition to the team by virtue of my academic background, professional experiences and outlook towards <companies such as __________> that focus on <briefly explain why you are drawn to the field, as well as how that company, in particular, operates>. Throughout my collegiate years, I took numerous courses, as I pursued a degree in <insert collegiate background here>. Here, I cultivated an interdisciplinary approach towards problem-solving, as many of my courses required me to conduct thorough research from a plethora of sources to address a common issue. As a result, I developed an ability to understand contemporary issues beyond the surface and delved into numerous subjects - Politics, Sociology, Economics, Natural sciences, Environmental sciences, and much more. (This may be modified to better suit the job requirements, as well as your own background.)

This next paragraph should detail your most recent professional pursuit. If you are currently employed but are still looking for another job, mention why you consider the new job a step up. Also, take the time to explain what you took away from that job, your day-to-day responsibilities, and any significant projects you undertook. Mention specifics, if applicable, such as concrete publications, websites, or products that future employers can look up. Generally speaking, this paragraph should look like this;

My most recent professional experience includes serving in the capacity of <job title here> at <company name here> in <city name here>. (You may also add the period from which you served or state that you are currently working at the same place within the same role) Here, I assisted with the <here you should detail how exactly you contributed to the company, such as projects you took part in.>, which aimed <explain the goals of the project here>. (The next line should outline your responsibilities and direct contributions to the project.)Moreover, I helped prepare students for the presentation of their papers to academic forums, helping them organize their ideas in an easily communicable and organized manner. Simultaneously, I also took up offering my services as a writer and editor on a freelance basis, building a considerable network from the ground up. Using my network on campus, as well as online, I serviced numerous clients whose requests were widely varied, maintaining a near-perfect satisfaction rate, a 5-star rating online, and bolstering my writing, editing, and researching abilities. (At this point, you can add another paragraph in which you should follow the same approach or transition to your conclusion paragraph.)
(If you’re done with your professional experiences, you should move onto your conclusion paragraph). This should look like this;

It is for these reasons that I believe I would make an excellent fit at <insert company name, as well as location to which you are applying>. To me, the content offered by <company name> represents a shared vision and value when it comes to approaching contemporary issues, developments, people and companies, as the interdisciplinary nature emphasized by <company name here> was the exact reason that I chose to pursue a liberal arts education and enjoyed the different professional experiences I’ve had so far. I would be delighted to share some of my work that would give further insight into my capabilities, so please feel free to contact me at <contact information here, i.e., email and phone number> if you have any questions or clarifications. Thank you very much for your consideration.

Yours Sincerely,
<Print your name>
<Sign your name>
