
Your address line 1,
Your address line 2,
Your address line 3,
Your address line 4,

Your postcode

Company address line 1,
Company address line 2,
Company address line 3,
Company address line 4,
Company Postcode

Dear [name of hirer],

Opening Line
State your current role, the role you’re applying for and the company name.

Step 1
Introduce yourself - you can outline your current role in more detail (if it’s relevant) and briefly explain why you
are applying for the job.

Step 2
Explain your previous experience and why it’s relevant for the job you’re applying for. You don’t need to all of
your previous roles, just that which is most relevant. Your CV should fill in the gaps – these two documents
should complement each other. Make sure you match the job description and use it to help structure your letter.

Include any transferable skills you’ve demonstrated before, and always back up your points with an example.
Avoid unnecessary cliches, such as ‘works well in a team’ if there’s no example to back it up.

This is the most important section as it should show why you’re the right candidate for the role. It should make
up the largest proportion of the letter and could be split up into one or more paragraphs.

Step 3
Explain your education if it is directly relevant to the role (for example, a degree in marketing). If not, leave it
out, as your education history should be also outlined clearly in your CV.

If relevant, include any links to your previous work you’ve done in your career or education, and give the reader
some context so they know what they’re looking at.

Step 4
If you wish, you can describe what led you to applying for this role. This could include some of your personal or
career history, and it’s a good chance to add a personal touch if necessary.

Explain gaps in your CV if significant – it’s OK to have been out of work for any period of time, just be honest
with the hirer. Perhaps mention whether you did any voluntary experience or learned anything during this time.

Closing line
Summarise your application (without repeating yourself) and state why you would be a useful addition to their
company and what you would bring to a team.

Tell them what you hope to learn in the role. Hirers will want to see that you want to improve and progress once
you’ve been offered a job. You can also mention when you’re available to start working.

Yours faithfully,

[Name]


