Sample Job Applications for the Post of Clerk
To
The Manager,
Company Name,
Location,
Dear Sir,
With reference to your advertisement in today’s “Newspaper Name,” for the post of a ‘Filing and Dispatching Clerk’, I wish to offer my services with the following qualifications and experience.
Having passed my 12th Class Examination from ……………… University in …………(year), I joined ………………(company name).(leading utensil dealers in ………………(city name)) as a clerk. On the very first day of my taking up this job, I was asked by the management to work on Filing and Dispatching as the clerk concerned had suddenly resigned from their employ. I picked up the job with the assistance of files and registers maintained by them as also by going through the outward register. I hardly got any personal guidance and yet I thoroughly picked up the work in 8 days. Since then I am working in this very capacity and have been granted as many as 7 special increments. My employers are very happy with my work and they have revised their scale of pay for this post which now stands equivalent to the scale of a Senior Accounts Clerk. Recently, we have introduced Godrej Filing System. Our average receipts are 40 letters, dispatching 50 letters and filing 100 letters a day. I am quite familiar with postal rates also.
I may add here that during the period of my service with …………………(company name). I have also privately passed my B.A. Examination with high Second Class.
My age is 30 and I have got good health.
I expect a minimum salary of Rs. 9000/- per month.
I hope I shall hear soon
Yours faithfully
Name
