Formal Job Application Letter Sample
	Jane A. Sample


123 Main Street, New Town, NY 12345  (212) 555-1212

Application Date

Contact Name

Title

Company Name

Company Street Address

City, State, Zip Code

Dear Mr. / Ms. Contact:

I have effectively combined my (educational background) and skills in the areas of (marketing and operations) to successfully (meet all balanced scorecard targets) and (generate sales in excess of $5.0 million).  I have been asked to take on increasingly more responsibility at Company XYZ.

I am bringing to your attention my skills, accomplishments, and (talent for selling in a competitive marketplace), so that we can discuss joining XYZ Company as a (senior member of your direct sales) team.

Major achievements to date include:

· Founded a small business following graduation and grew revenue over the course of eight years to nearly $3,000,000.

· Significantly upgraded workforce planning process of Large Company’s call center operations, resulting in a 15% increase in service level in just one year’s time.

I look forward to meeting with you to discuss how I can add value to your company’s bottom-line results.

Sincerely,

Jane A. Sample
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