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How to Write a Letter for Job Application

When you’re on the hunt for a new position, a well �crafted letter can be the key that unlocks the door to an interview.

A job application letter, often called a cover letter, is more than just a polite introduction—it’s a chance to showcase

your personality, highlight your most relevant achievements, and explain why you’re the perfect fit for the role. In this

guide, we’ll walk you through every step of creating a compelling letter that stands out in a sea of applicants.

Why a Letter Matters in the Job Application Process

While many candidates rely solely on their résumé, a letter for a job application adds a human touch. It allows you

to:

•  Showcase your communication skills—the very skill employers are looking for.

•  Explain any career gaps or unique circumstances that your résumé alone can’t convey.

•  Demonstrate enthusiasm and cultural fit with the company’s mission.

•  Highlight specific achievements that align with the job requirements.

In short, a well �written letter turns a generic résumé into a personalized narrative that can capture the hiring

manager’s attention.

Structure of a Professional Job Application Letter

Most effective application letters follow a clear, concise structure. Below is a proven template you can adapt to any

role.

1.  Header – Your contact information, the date, and the employer’s details.

2.  Greeting – Address the hiring manager by name if possible.

3.  Opening Paragraph – State the position you’re applying for and where you found the job listing.

4.  Body Paragraphs – Highlight your relevant experience, key skills, and achievements.

5.  Closing Paragraph – Reiterate your interest, express gratitude, and indicate next steps.

6.  Signature – End with a professional sign �off and your typed name.

Below is a detailed breakdown of each section.

1. Header

Include your full name, phone number, email address, and optionally a LinkedIn profile or personal website. Align

this information to the left or center, and place the current date directly underneath.

Example:

John Doe  

(555) 123 �4567 | john.doe@email.com  

LinkedIn: linkedin.com/in/johndoe  

Date: September 4, 2026



2. Employer Contact Details

After the date, add the hiring manager’s name, title, company name, and company address. If you’re unsure of the

name, a simple “Hiring Manager” works, but it’s best to research the contact.

Example:

Ms. Jane Smith  

Director of Human Resources  

Acme Corporation  

123 Business Rd.  

City, State 12345

3. Greeting

A personalized salutation sets a respectful tone. Use “Dear Ms. Smith,” or “Dear Hiring Committee,” if the name is

unknown.

4. Opening Paragraph

The first paragraph should be engaging and to the point. Mention the exact job title, how you discovered the

opening, and a brief statement of why you’re excited about the role.

Example:

Dear Ms. Smith,   

I am excited to apply for the Marketing Coordinator position advertised on LinkedIn. With a proven track record of

driving brand awareness for tech startups, I am eager to contribute my creative and analytical skills to Acme

Corporation’s dynamic marketing team.

5. Body Paragraphs

Use one or two paragraphs to showcase your most relevant experiences. Tie each point directly to the job

description. Highlight quantifiable achievements—percentages, numbers, and specific outcomes give your claims

credibility.

•  Relevant Experience: Discuss your past roles that align with the new position.

•  Key Skills: Emphasize hard and soft skills the employer seeks.

•  Achievements: Provide concrete results, such as “increased social media engagement by 35%.”

•  Problem �Solving: Briefly illustrate a challenge you overcame that demonstrates your fit.

Example body paragraph:

During my tenure at Startup X, I spearheaded a cross �channel campaign that grew our subscriber base from 5,000

to 15,000 in six months. My ability to analyze data, coupled with my creative approach to content, resulted in a 25%

lift in conversion rates. I’m confident that these skills will translate well to Acme’s goal of expanding its digital

footprint.

6. Closing Paragraph



Wrap up by expressing enthusiasm, thanking the reader, and indicating your desire for a follow �up. Provide a call to

action, such as “I look forward to discussing how my background aligns with Acme’s objectives.”

Example:

Thank you for considering my application. I am eager to bring my expertise in digital strategy to Acme and would

welcome the opportunity to discuss how I can contribute to your team. I will follow up in a week to confirm receipt of

this letter and to schedule a convenient time for an interview.

7. Signature

End with a professional sign �off, such as “Sincerely” or “Best regards.” Leave space for a handwritten signature if

you’re mailing a hard copy, then type your name below.

Example:

Sincerely,John Doe

Formatting Tips for a Polished Letter

•  Keep it One Page: Aim for a single page; hiring managers often skim quickly.

•  Use a Professional Font: Arial, Calibri, or Times New Roman in 10–12 point size.

•  Margins: Standard 1-inch margins on all sides.

•  Paragraph Spacing: Single spacing with a line break between paragraphs.

•  Avoid Excessive Bold or Italics: Use them sparingly to highlight key points.

Common Mistakes to Avoid

1.  Generic Content: Tailoring each letter to the specific role is essential.

2.  Typos and Grammatical Errors: Proofread meticulously or ask a friend to review.

3.  Overloading with Buzzwords: Use authentic language that reflects your real experience.

4.  Failing to Address the Hiring Manager by Name: Personalization matters.

5.  Missing the Call to Action: Clearly state your next steps.

Sample Letter Templates

Template 1: Traditional Cover Letter

[Your Name]  

[Phone] | [Email] | [LinkedIn]  

[Date]

[Hiring Manager’s Name]  

[Title]  

[Company]  

[Address]

Dear [Hiring Manager’s Name],

I am writing to express my interest in the [Job Title] position listed on [Job Board]. With [X years] of experience in



[Industry] and a proven ability to [Key Skill], I am excited about the opportunity to contribute to [Company]’s

success.

In my previous role at [Previous Company], I [Achievement #1] and [Achievement #2]. These experiences honed

my skills in [Relevant Skill], making me a strong fit for your team.

I am particularly drawn to [Company] because of its commitment to [Value or Initiative]. I would welcome the

chance to discuss how my background aligns with your goals.

Thank you for considering my application. I look forward to the possibility of contributing to your team.

Sincerely,  

[Your Name]

Template 2: Creative Cover Letter

[Your Name]  

[Phone] | [Email] | [Portfolio]  

[Date]

[Hiring Manager’s Name]  

[Title]  

[Company]  

[Address]

Hello [Hiring Manager’s Name],

When I saw the opening for [Job Title] at [Company], I felt a surge of excitement. Your recent launch of [Product/

Initiative] resonates with my passion for [Industry/Field], and I’m eager to bring my blend of creativity and

data �driven strategy to your team.

At [Previous Company], I led a project that increased engagement by 40% and reduced costs by 15%. I thrive in

fast �paced environments, and I am confident that my hands �on experience with [Tool/Software] will help accelerate

your upcoming campaigns.

Let’s connect! I’d love to discuss how my expertise can support [Company]’s next chapter.

Cheers,  

[Your Name]

Adapting Your Letter for Digital Submissions



Many companies now accept electronic applications via email or applicant tracking systems (ATS). Here’s how to

make your letter shine online:

•  Use a PDF Format: Preserve layout and fonts.

•  Keep the File Name Professional: “JohnDoe_CoverLetter.pdf”.

•  Include a Subject Line: “Application for Marketing Coordinator – John Doe”.

•  Attach Your Résumé Separately: Label the résumé file with the same naming convention.

•  Use a Brief Email Body: Summarize your attachment and express enthusiasm.

Customizing Your Letter for Different Industries

While the core structure remains consistent, subtle adjustments can make a big difference depending on the sector.

Corporate Finance

•  Emphasize analytical skills, regulatory knowledge, and risk assessment.

•  Showcase any certifications like CPA or CFA.

•  Quantify results with financial metrics.

Healthcare

•  Highlight patient care experience, compliance with HIPAA, and teamwork.

•  Include relevant training or continuing education.

•  Mention any research or publications.

Creative Industries

•  Showcase portfolio links and creative achievements.

•  Use a more engaging tone while remaining professional.

•  Discuss collaboration and cross �functional projects.

When to Use a Letter Instead of a Cover Letter

Some job postings explicitly request a cover letter; others may say “no cover letter required.” If the posting is

ambiguous, a concise letter can still demonstrate initiative. However, if the employer specifically states “no cover

letter,” you can skip it and focus on a tailored résumé.

Follow �Up After Sending Your Letter

Sending a polite follow �up can reinforce your interest and keep you top of mind.

1.  Wait 5–7 Business Days: Give the employer time to review.

2.  Send a Brief Email: Reference the position, reiterate enthusiasm, and ask for an update.

3.  Keep it Professional: Use a courteous tone and avoid pressuring the employer.

Example follow �up:

Dear Ms. Smith,   

I hope you’re well. I wanted to confirm that you received my application for the Marketing Coordinator role and to

reiterate my enthusiasm for the opportunity to join Acme Corporation. I would be thrilled to discuss how my

background aligns with your needs. Thank you for your time, and I look forward to your response.

Checklist for Your Final Letter

1.  Address the correct hiring manager.



2.  Use the exact job title.

3.  Include relevant achievements with numbers.
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