<Name>
<Address 1>
<Address 2>
<Address 3>
<Date>
<Recipients Name>
<Recipients Address 1>
<Recipients Address 2>
<Recipients Address 3>
Dear <Recipients Name>,

Re: <Position Title>
I am writing to express my strong interest in the above position, advertised in the <insert> on the <date>. 
I have strong claims against all selection criteria, and believe my strengths for this position are <insert strengths>. I have completed <insert relevant qualifications or courses>.

Thank you for your time in considering my application. I am confident that my abilities and passion for the field make me a strong contender for the role. I have enclosed my Resume and statements addressing the selection criteria as evidence that I meet all the criteria listed in the selection documentation. An interview would give me the chance to further prove my suitability for the position, and unique strengths.

Yours sincerely,

(signature)

Name

Attachments:

1. Application form

2. Resume

Statements addressing selection criteria

	Name


	Address 1
Address 2

Address 3
	Home Phone
Mobile Phone

Email address



	SUMMARY

	Include two or three sentences of a summary about who you are, your employment history, your key skills and what you can offer.


	Areas of Expertise



	· E.g. Business management
· E.g. Financial administration
· E.g. Budget analysis
	· Dot point
· Dot point

· Dot point



	COMPANY NAME
Dates of Employment
Position Title
Brief 1-2 sentence description of your role including why you were recruited / what your main priority or goal was / what your main achievement was.
Responsible for ....(introduce responsibilities):
· Responsibility / achievement
· Responsibility / achievement

· Responsibility / achievement




COMPANY NAME
Dates of Employment

Position Title
Brief 1-2 sentence description of your role including why you were recruited / what your main priority or goal was / what your main achievement was.

Responsible for ....(introduce responsibilities):

· Responsibility / achievement

· Responsibility / achievement

· Responsibility / achievement

COMPANY NAME
Dates of Employment

Position Title
Brief 1-2 sentence description of your role including why you were recruited / what your main priority or goal was / what your main achievement was.

Responsible for ....(introduce responsibilities):

· Responsibility / achievement

· Responsibility / achievement

· Responsibility / achievement

DEGREE NAME
Date of Completion

Major area of study
Institution Name
· Key area of study / achievement as related to the role

· Key area of study / achievement as related to the role

· Key area of study / achievement as related to the role

DEGREE NAME
Date of Completion

Major area of study
Institution Name
· Key area of study / achievement as related to the role

· Key area of study / achievement as related to the role

· Key area of study / achievement as related to the role

COURSE NAME
Date of Completion

Institution Name

COURSE NAME
Date of Completion

Institution Name
COURSE NAME
Date of Completion

Institution Name
COURSE NAME
Date of Completion

Institution Name
COURSE NAME
Date of Completion

Institution Name
REFEREES

Referee Name
Referee Name
Referee Name

Referee Title
Referee Title
Referee Title

Referee Organisation
Referee Organisation
Referee Organisation

Referee Phone
Referee Phone
Referee Phone

Referee Email
Referee Email
Referee Email
SELECTION CRITERIA
Selection Criteria 1 - <insert the selection criteria here>

<Insert your statements against the selection criteria here>

Selection Criteria 2 - <insert the selection criteria here>

<Insert your statements against the selection criteria here>
Selection Criteria 3 - <insert the selection criteria here>

<Insert your statements against the selection criteria here>
Selection Criteria 4 - <insert the selection criteria here>

<Insert your statements against the selection criteria here>
Selection Criteria 5 - <insert the selection criteria here>

<Insert your statements against the selection criteria here>
Selection Criteria 6 - <insert the selection criteria here>

<Insert your statements against the selection criteria here>
Confidential application
2 double click and insert name

