
Date: …………………

APPLICATION LETTER

To: Hiring Manager – Human Resources Department, ……………………… 
Company

Dear Sir/Madam,

I am writing to apply for the position of ……………………… that I learned about 
through ………………………

I hold a …………………… in …………………… and have …………………… of 
experience in ……………………. My main skills include ……………………, 
……………………

I declare that all information in this letter and in my enclosed documents is true and 
accurate.

I have enclosed my CV and copies of my certificates. I would be grateful for an 
opportunity to attend an interview. Thank you for your time and consideration.

Yours faithfully,

(Signature and full name)

Phone: ……………………… Email: ………………………


