[Your Full Name]
[Your Home Address]
[Your Home Suburb]
[Your Home State and Postcode]
 
[Date Month Year]
 
[Hiring Manager’s Name]
[Hiring Manager’s Title]
[Company Name]
[Company Address]
[Company Suburb]
[Company State and Postcode]
 
Re: [Job Title] position at [Company], as advertised on Jora.

Dear/Hello/Hi [Manager’s First Name],

Thank you for the opportunity to apply for the role of [Job Title] for [Company name].  This role really caught my attention because I am passionate about [what the company does/ stands for] and I believe my [x] years of experience as a [job title] has given me the right skills to succeed in this opportunity.

[in this next section demonstrate why your soft and hard skills, and personal interests match up with the responsibilities described in the job ad and give examples.  Use dot points to aid legibility]

· Name the hard or soft skill you have that is most relevant to the job ad. Include a sentence that supports how you can demonstrate this skill.
· (example) Customer service experience. I have six years of customer service experience across food service, pharmacy and retail fashion industries.
· (example) Time management. My time at [Company name]–a fast-paced agency–taught me to manage a wide range of tasks within tight deadlines and for multiple stakeholders.
· (example) Teamwork. In the last year at [company name] I worked with a cross functional team to launch [project name].  The project was successful in delivering [key objective].

Thank you for your time in reviewing my application. I look forward to speaking with you further about this role.  You can reach me at [phone number].

Regards,

[Your name]

