Firstname Lastname
Email address
Phone number

Date (in full)

Hiring Manager’s name
Position/Department
Organisation

Dear [Name] or Dear Hiring Manager

I am writing to apply for the position of [position title, job reference number if applicable] as advertised on SEEK. My qualifications and background in [field] along with my strengths in [main strengths for the role] make me an ideal candidate.

Summary 
Describe the range of skills and experience you have from your career that make you suitable.

Main paragraphs 
Expand on how you have used your skills to achieve results by briefly describing examples of your past work. Focus on one or two aspects per paragraph, aligned with the list of requirements in the job ad.

Expand on how you have used your skills to achieve results by briefly describing examples of your past work. Focus on one or two aspects per paragraph, aligned with the list of requirements in the job ad.

Expand on how you have used your skills to achieve results by briefly describing examples of your past work. Focus on one or two aspects per paragraph, aligned with the list of requirements in the job ad.

Motivations and values alignment
Share your motivations for the role, what drew you to the organisation and what you’re keen to achieve with your contribution. Describe how you have demonstrated the organisation’s values in your own work or life, if relevant.

Closing, Call-to-action 
Thank you for considering my application. I look forward to discussing how my skills in [specific skills/attributes/strengths] can make a strong contribution to your organisation [refer to specific outcomes if possible]. 

Yours sincerely

[Name]
