Job Application Letters

Model

	Stages of text

Your own address and phone as contact details.

Date of letter.

Who the application is going to.

Company name.

What position you are applying for and when and where it was advertised (in case there are several jobs).

A short statement about why you are interested in this particular job and a sentence to draw attention to your relevant skills.

Proof of your qualifications and experience to show how up-to-date you are.

Statement about availability.

Closure

Signature
	21 Kiwi Rd

Wellington

29 February 2000

Ph (09) 555 4545

Ms S. Mile

The Human Resources Manager

Healthy Habits Ltd

PO Box 123

Hamilton

Dear Ms Mile

I would like to apply for the full time position of accounts clerk at Healthy Habits as advertised in the Courier of 25-02-00.

I am interested in working with this company as I believe that there is a growing interest in health products. I feel that my computer skills and Business Diploma would be useful for this position.

I enclose copies of my qualifications and a curriculum vitae, as well as a personal reference. I am available for an interview any afternoon after 1.00pm as my current employment is part-time.

I look forward to hearing from you.

Yours faithfully

(Ms) Kelly Smith
	Language features

Note which words have capital letters - names and titles (Ms) of people and places, and beginning of sentences.

Polite and formal tone (no contracted verbs such as "I'd like") - no informal colloquial language is used.

Complete sentences - all containing finite verbs. Mainly present tense verb groups showing what is happening at the moment (there is a growing interest), but some future tenses (would be useful).

What tenses are the verbs in this section of the text?

Why?

First person pronoun I is often in first position in the sentence as the information focus is on the writer wanting to say things about herself.


