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HOW TO WRITE A LETTER FOR
JOB APPLICATION: A COMPLETE
GUIDE FOR JOB SEEKERS

When you apply for a job, your resume
tells the story of your professional past,
but  your  job  application  letter—often
called a cover letter—brings that story to
life.  A  well-crafted  letter  is  your  first
chance to make a personal connection

with a hiring manager and to show that
you  are  not  just  a  list  of  qualifications
but a real person who cares about the
role. Many candidates skip this step or
treat it as an afterthought, but learning
how to write a letter for job application
can dramatically improve your chances
of landing an interview.
A strong job application letter does more
than repeat  your  resume.  It  highlights
your  most  relevant  achievements,
explains why you are interested in the
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company,  and  demonstrates  your
communication  skills.  This  guide  will
walk  you  through  every  step  of  the
process, from understanding the proper
format  to  tailoring  your  content  for
maximum  impact.  Whether  you  are  a
seasoned  professional  or  a  recent
graduate, these strategies will help you
create a letter that gets noticed.

WHY A JOB APPLICATION LETTER
MATTERS

Before  diving  into  the  structure,  it  is
important  to  understand  why  this
document  is  so  valuable.  A  hiring
manager  may  rev iew  dozens  of
applications  for  a  single  position.  Your
resume  provides  a  quick  snapshot  of
your  experience,  but  your  letter  gives
context.  It  answers  the  essential

questions: Why are you applying? What
makes  you  a  good  fit?  Why  should  we
meet  you?  Additionally,  a  well-written
letter shows that you have invested time
and  effort  into  the  application,  which
reflects  positively  on  your  work  ethic.
In  many  industries,  the  letter  is  also
u s e d  t o  a s s e s s  y o u r  w r i t t e n
communication  skills.  If  you  cannot
e x p r e s s  y o u r s e l f  c l e a r l y  a n d
professionally  in  a  one-page letter,  an
employer may worry about your ability
to  write  emails,  reports,  or  client
communications  on  the  job.  Mastering
the art  of  the  job  application  letter  is
therefore  not  just  a  formality;  it  is  a
strategic move that sets you apart.

UNDERSTANDING THE STANDARD
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FORMAT

A  professional  job  application  letter
follows a formal business letter format.
While  some employers  accept  emailed
letters, the structure remains the same.
Here are the essential components:

Your Contact Information –
Name, address, phone number,
email, and LinkedIn profile
(optional).
Date – The day you are writing the
letter.
Employer’s Contact
Information – Hiring manager’s
name, title, company name, and
address. If you do not know the
name, use a generic but
professional salutation.
Salutation – “Dear Mr. Smith” or

“Dear Hiring Manager” if the name
is unknown.
Body – Three to four paragraphs
that introduce you, highlight your
qualifications, explain your
interest, and request an interview.
Closing – “Sincerely,” followed by
your name and signature (if
sending a physical letter).

Use a clean, readable font such as Arial,
Calibri, or Times New Roman in size 10
to 12 points. Keep margins at one inch,
and do not exceed one page. Recruiters
appreciate brevity and clarity.

Should Your
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Letter Be
Attached or

Pasted?
If you are applying online, most systems
require  you  to  upload  a  PDF  of  your
letter  or  paste  it  into  a  text  field.  When
pasting,  remove  any  formatting  that
might break the layout. Save your letter
as  a  PDF  to  preserve  the  design  and
ensure it looks the same on any device.
For  email  applications,  write  a  brief
cover note in the body and attach the
full letter as a PDF.

STEP 1: RESEARCH BEFORE YOU
WRITE

One of the biggest mistakes job seekers
make is using a generic letter for every
application.  To  show  genuine  interest,
you must research the company and the
specific role.  Visit  the company website,
read their mission statement, and look at
recent  news  or  blog  posts.  Check  job
boards or LinkedIn to understand the key
responsibilities of the position. The more
you know, the easier it becomes to tailor
your letter.
For  example,  if  the  job  description
emphasizes teamwork and collaboration,
mention a time when you worked cross-
functionally  to  achieve  a  goal.  If  the
company values innovation, highlight a
creative solution you implemented. This
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alignment tells the hiring manager that
you have done your homework and that
you are serious about the opportunity.

STEP 2: CRAFT A STRONG
OPENING PARAGRAPH

The  first  few  sentences  determine
whether  the  reader  will  continue  or
move  to  the  next  application.  Avoid
clichés like “I am writing to apply for the
position of…” Instead, start with a hook
that shows enthusiasm and connects you
to the company. Mention the specific job
title and where you saw the listing, then
state your excitement in a confident but
humble way.
Example opening:
“When  I  came  across  the  Marketing
Manager  opening  at  GreenLeaf

Industr ies ,  I  fe l t  an  immediate
connection  to  your  commitment  to
sustainable  agriculture.  With  over  five
years of experience in digital marketing
and a  deep passion  for  environmental
advocacy,  I  am  confident  that  my
background  aligns  perfectly  with  the
goals of your team.”
This  opening  is  specific,  enthusiastic,
and quickly conveys your relevance. It
also includes semantic keywords such as
“Marketing  Manager,”  “sustainable
agriculture,”  and  “digital  marketing,”
which naturally improve your chances of
passing  through  applicant  tracking
systems.

STEP 3: HIGHLIGHT YOUR MOST
RELEVANT SKILLS AND
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EXPERIENCE

The  middle  paragraph(s)  of  your  job
application letter should showcase your
qualifications  in  a  way  that  directly
responds to the job description. Instead
of listing everything you have ever done,
pick two or three accomplishments that
demonstrate your ability to succeed in
the  new  role.  Use  the  PAR  method
(Problem,  Action,  Result)  to  structure
each example.
For instance:

Problem: “When I joined XYZ1.
Corp, the customer retention rate
had dropped by 15%.”
Action: “I launched a loyalty2.
program and trained the support
team to identify at-risk accounts.”
Result: “Within six months,3.

retention improved by 22%,
generating an additional $500,000
in annual revenue.”

Numbers  and  specific  outcomes  make
your  letter  memorable.  Avoid  vague
phrases  like  “I  am  a  hard  worker.”
Instead,  show your work ethic through
measurable results.  If  you are early in
your  career  and  lack  extens ive
exper ience ,  focus  on  re levant
coursework,  internships,  volunteer
projects,  or  transferable  skills  like
leadersh ip ,  o rgan iza t ion ,  and
communication.

Using Keywords
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from the Job
Description
Many  large  employers  use  Applicant
Tracking  Systems  (ATS)  to  screen
applications.  These  systems  look  for
keywords that match the job posting. To
pass  this  filter,  incorporate  important
terms  naturally.  If  the  job  requires
“project management,” “data analysis,”
or “customer relationship management,”
include  those  phrases  in  your  letter
where they fit contextually. However, do
not  stuff  them  in—readability  should
remain  the  priority.

STEP 4: DEMONSTRATE

CULTURAL FIT AND ENTHUSIASM

Beyond skills, employers want to know
that you will thrive in their environment.
In  the  third  paragraph,  mention
something  specific  about  the  company
culture, values, or projects that appeals
to you. For example, if the company is
known  for  its  innovative  product
launches,  express  your  excitement
about contributing to that legacy. If they
emphasize employee development, note
how  you  hope  to  g row  w i th  the
organization.
This  section  is  also  a  good  place  to
address  any potential  concerns.  If  you
are changing industries or have a gap in
your  resume,  briefly explain  it  here  in  a
positive light. For instance: “After taking
a year to care for a family member, I am



8

8 How To Write A Letter For Job Application 2023-06-17

eager  to  re-enter  the  workforce  with
renewed energy and focus. During that
time,  I  completed  an  online  certification
in  digital  analytics  to  keep  my  skills
sharp.”

STEP 5: WRITE A COMPELLING
CLOSING PARAGRAPH

The  final  paragraph  should  do  three
things: restate your interest, thank the
reader,  and direct the next steps.  End
with  a  call  to  action  that  invites  the
hiring  manager  to  contact  you  for  an
interview. Avoid passive language like “I
hope  to  hear  from  you.”  Instead,  be
polite but proactive.
Example closing:
“ I  am  eager  to  d i scuss  how  my
background in supply chain optimization

can  benefit  GreenLeaf  Industries.  Thank
you for considering my application. I am
available for an interview at your earliest
convenience  and  can  be  reached  at
(555) 123-4567 or jane.doe@email.com.
I look forward to speaking with you.”
Below  the  closing,  add  “Sincerely,”
followed by your full  name. If  you are
submitting a physical letter, leave space
for a handwritten signature. For digital
submissions, a typed name is sufficient.

STEP 6: PROOFREAD AND
FORMAT CAREFULLY

Nothing undermines a professional letter
faster  than typos or  formatting errors.
Read your letter aloud to catch awkward
phrasing. Use spell-check, but also read
it backward to spot mistakes your eyes
might  skip.  Ask  a  friend or  mentor  to
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r e v i e w  i t — t h e y  m a y  n o t i c e
inconsistencies  you  missed.
Check  that  margins,  font  size,  and
spacing  are  consistent.  If  you  are
sending a printed letter, use high-quality
paper. For electronic versions, save as a
PDF  with  a  clear  filename,  such  as
“Jane_Doe_Cover_Letter_GreenLeaf.pdf.”
Avoid  filenames  like  “coverletter
final2.pdf,”  which  can  seem  careless.

COMMON MISTAKES TO AVOID

Repeating your resume word
for word – Your letter should
complement, not duplicate.
Using a one-size-fits-all
template – Tailor each letter to
the specific job and company.
Making it too long – Recruiters

have limited time; keep it under
one page.
Being too vague or generic –
Use concrete examples and avoid
clichés.
Forgetting to update the date
and contact details – Double-
check every field.
Neglecting the subject line –
For email applications, include the
job title and your name (e.g.,
“Application for Marketing
Manager – Jane Doe”).

TAILORING THE LETTER FOR
DIFFERENT SITUATIONS
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Career Changers
If you are moving into a new field, focus
on transferable skills.  Explain why you
are passionate about the new industry
and how your previous experience gives
you a unique perspective. For example,
a teacher moving into corporate training
can  highlight  curriculum  development
and public speaking skills.

Recent
Graduates
Without much work experience, lean on
internships,  academic  projects,
extracurricular leadership, and relevant
coursework. Express eagerness to learn

and  a  strong  work  ethic.  A  specific
project  or  thes is  topic  can  a lso
demonstrate knowledge of the field.

Returning After a
Gap
Be honest  but  positive about the gap.
Emphasize any skills you maintained or
developed  during  that  time,  such  as
volunteering,  freelance  work,  or
professional  courses.  Focus  on  your
readiness and enthusiasm to contribute.

SAMPLE LETTER STRUCTURE
(CONCEPTUAL)

While I will not provide a full sample (to
avoid  sounding  too  template-like),
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imagine  the  following  flow:

Header – Your info, date,1.
employer info.
Salutation – Dear Mr./Ms. [Name]2.
or Hiring Team.
Opening – Enthusiastic statement3.
linking you to the company and
role.
Body, Part 1 – Key qualification4.
with a specific accomplishment
(PAR).
Body, Part 2 – Additional relevant5.
skill or cultural fit mention.
Closing – Thank you, call to6.

action, contact information.
Sign-off – Sincerely, your name.7.

Adapt  this  structure  to  your  personal
story and the job requirements. The goal
is to create a narrative that feels natural
and compelling.

FINAL TIPS FOR SUCCESS

Writing a job application letter can feel
daunting, but remember that it is your
opportunity  to  speak  directly  to  the
person who may hire you. Be authentic,
professional,  and  precise.  Use  action
verbs


