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FOR JOB SEEKERS

In today's digital hiring
landscape, knowing
how to write a letter to
apply for a job remains
one of the most
valuable career skills
you can develop. While
online application
forms and LinkedlIn
quick-apply buttons
dominate the job
market, a well-crafted
application letter can
set you apart from
hundreds of other
candidates. This guide

walks you through
every step of the
process, from
understanding what
employers look for to

formatting your
document for
maximum impact.
WHY A JOB
APPLICATION
LETTER STILL
MATTERS

Many job seekers

wonder whether they
still need to write a
letter to apply for a job
when most applications
happen online. The
answer is yes, and here
is why. A job
application letter, often
called a cover letter,
serves as your


https://www.strongadvocates.com/

personal introduction.
It explains who you
are, why you want the
position, and how your
skills match the
company's needs.
While a resume lists
your experience, a
letter adds context and
personality. It shows
the hiring manager
that you have taken
the time to understand
their company and the
role. This effort alone
can make a strong
impression and
increase your chances
of landing an interview.

What
Employer
s Look for
In Your

Applicatio
n Letter

When you write a letter
to apply for a job,
hiring managers
typically scan for three
things. First, they want
to see that you
understand the role
and its requirements.
Second, they look for
evidence that you have

the skills and
experience to succeed.
Third, they pay

attention to your
communication style
and professionalism. A
clear, well-organized
letter demonstrates
that you can
communicate

effectively, which is
essential in almost
every job. Employers
also appreciate letters
that are tailored
specifically to their
company rather than
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generic templates
copied from the
internet.
PREPARING
BEFORE YOU

WRITE A LETTER
TO APPLY FOR A
JOB

Before you put pen to
paper or fingers to
keyboard, take time to
prepare. Rushing into
writing without proper
research often results
in a weak, unfocused
letter. Start by
thoroughly reading the

job description.
Highlight key
requirements,
preferred

qualifications, and any
specific  skills  the
employer mentions.
Next, research the
company. Visit their
website, read recent
news articles about
them, and check their
social media profiles.
Understanding their

mission, values, and
recent projects will
help you tailor your
letter in @ meaningful
way.

Gather
Your
Relevant
Achievem
ents

Once you understand
what the employer
wants, review your
own career history.
ldentify specific
achievements that
demonstrate you can
meet those needs.
Think about projects
you have led, problems
you have solved, or
goals you have
exceeded. Quantify
your accomplishments
whenever possible. For



example, instead of
saying "l increased
sales," say "l increased
sales by 25 percent in
six months." Numbers
make your
achievements concrete
and memorable. Write
down these key points
before you start
drafting your letter so
you can weave them
into your narrative
naturally.

STRUCTURING
YOUR JOB
APPLICATION
LETTER

Knowing how to
structure your letter is
essential when you
write a letter to apply
for a job. A standard
business letter format
works best. Your letter
should include your
contact information at
the top, followed by
the date and the
employer's contact
details. Use a clear

subject line that states
the position you are
applying for. Open with
a professional
salutation, such as
"Dear Mr. Smith" or
"Dear Hiring Manager"
if you do not have a
specific name.

The
Opening
Paragrap
h

Your opening
paragraph should grab
attention immediately.
State the position you
are applying for and
briefly explain why you
are excited about the
opportunity. Mention
how you learned about
the job, whether
through a company
website, a job board, or
a referral. If someone

4 Write A Letter To Apply For A Job 2023-04-29



Write A Letter To Apply For A Job 5

referred you, name
them here. A strong
opening might look like
this: "l am writing to
apply for the Marketing
Coordinator position at
Bright Ideas Agency,
which | discovered
through your LinkedlIn
page. As a long-time
admirer of your
innovative campaigns,
| am eager to bring my
five years of digital
marketing experience
to your team."

The
Middle

Paragrap
hs

The middle section of
your letter is where
you make your case.
Write two to three
paragraphs that
connect your skills and

experience to the
employer's needs. Use
specific examples from
your career to illustrate
your points. If the job
description emphasizes
project management,
describe a complex
project you
successfully delivered
on time and within
budget. If they value
teamwork, share a
story about
collaborating with
others to achieve a
shared goal. Each
paragraph should focus
on one key strength or
accomplishment. Avoid
simply repeating your
resume. Instead,
expand on your most
relevant experiences
and explain how they
prepare you for this
specific role.

The



Closing

manager to contact
you.

FORMATTING BEST
Pa ra g rPRACTICES WHEN

h

Your closing paragraph
should summarize your
interest and prompt
the employer to take
action. Reiterate your
enthusiasm for the role
and the company.
Thank the reader for
considering your
application. Mention
that you have attached
your resume and are
available for an
interview at their
convenience. End with
a professional closing,
such as "Sincerely" or
"Best regards,"
followed by your full
name and phone

number. A strong
closing leaves a
positive final

impression and makes
it easy for the hiring

YOU WRITE A
LETTER TO APPLY
FOR A JOB

Formatting matters as
much as content. A
clean, professional
layout makes your
letter easy to read and
shows that you pay
attention to detail. Use
a standard font such as
Arial, Calibri, or Times
New Roman at 11 or 12
point size. Keep your
margins at one inch on
all sides. Left-align
your text for a
traditional look. Limit
your letter to one page
unless the employer
specifically  requests
more detail. Hiring
managers often review
dozens of applications,
SO conciseness is a
virtue. Use short
paragraphs with white
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space between them to
improve readability.
Avoid large blocks of
text that might
overwhelm the reader.

Choose
the Right
File
Format

When you are ready to
submit your
application, save your
letter as a PDF unless
the job posting
specifies otherwise.
PDFs preserve your
formatting across
different devices and
operating systems.
Name your file
professionally, such as
"John_Smith_Cover_Let
ter.pdf" rather than
“coverletter _final v3.p
df." This small detail
makes it easier for

employers to organize
your documents and
reflects your
professionalism.

TAILORING YOUR
LETTER FOR
DIFFERENT
SITUATIONS

Every job application is
unique, and your
approach should vary
based on the industry,
company culture, and
role level. When you
write a letter to apply
for a job in a creative
field, you might use a
slightly more
conversational tone
and include links to
your portfolio. For
corporate or
government positions,
maintain a formal,
traditional style. If you
are applying for a
senior role, emphasize
leadership experience
and strategic thinking.
For entry-level
positions, focus on



your education,
internships, and
transferable skills.

Always adjust your
language to match the
company's

communication style
as shown on their
website and job
description.

When No
Contact
Name Is
Available

Sometimes job
postings do not include
a specific  contact
person. In this
situation, avoid using
"To Whom It May
Concern," which feels
outdated. Instead, use
"Dear Hiring Manager"
or "Dear [Company
Name] Team." If you
can find a department

head or recruiter on
LinkedIn, consider
addressing the letter
directly to them.
Taking this extra step
shows initiative and
increases the likelihood
that your letter will be
read.

COMMON
MISTAKES TO
AVOID

Even experienced
professionals can make
mistakes when they
write a letter to apply
for a job. Being aware
of these pitfalls will
help you produce a
stronger application.
One common error is
using a generic
template without
customizing it for each
role. employers can
spot these instantly,
and they signal a lack
of genuine interest.
Another mistake is
focusing too much on
what you want from

8 Write A Letter To Apply For A Job 2023-04-29



Write A Letter To Apply For A Job 9

the job rather than
what you can offer the
company. Always
frame your points
around how your skills
will benefit the
organization. Spelling
and grammar errors
are also deal-breakers.
Proofread your letter
carefully, and consider
asking a friend or using
a grammar tool to
catch mistakes.

Avoiding
Overly
Long
Sentence
S

Keep your sentences
concise and direct.
Long, complex
sentences can confuse
readers and dilute your
message. Aim for an

average sentence
length of 15 to 20
words. Use active voice
whenever possible.
Instead of saying "The
project was managed
by me," say "I
managed the project.”
Active voice sounds
more confident and
engaging. Read your
letter aloud before
submitting it to check
for awkward phrasing
or unclear sections.

SAMPLE OUTLINE
FOR YOUR JOB
APPLICATION
LETTER

If you are unsure
where to start, use this
simple outline when
you write a letter to
apply for a job. It
provides a clear
framework that you
can adapt to any
position.

e Contact
Information:
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Your name,
address, phone
number, and
email at the top
Date: The
current date
Employer
Contact
Information:
Company name,
hiring manager
name, and
address
Subject Line:
Application for
[Job Title] - [Your
Name]
Salutation:
Dear [Name] or
Dear Hiring
Manager
Opening
Paragraph:
Introduce
yourself and
state the position
you are applying
for

Middle
Paragraph 1:
Connect your
experience to the

role's
requirements

e Middle
Paragraph 2:
Highlight a
specific
achievement or
relevant skill

e Closing
Paragraph:
Express
enthusiasm and
request an
interview

e Complimentary
Close: Sincerely
or Best regards

e Signature: Your
full name and
phone number

TIPS FOR
SUBMITTING YOUR
APPLICATION

Once you have written
your letter, think
carefully about how
you submit it. If you
are emailing your
application, write a
brief, professional
email body that
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introduces yourself and
attaches your letter
and resume. Do not
paste the entire letter
into the email unless
the employer requests
it. If you are using an
online application
system, follow the
instructions exactly.
Some systems allow
you to upload a single
PDF containing both
your cover letter and
resume, while others
require separate files.
When in doubt, follow
the employer's
guidelines precisely.
This attention to detail
reflects well on you as
a candidate.

Follow Up
After

Applying

After you submit your
application, consider

following up within one
to two weeks. A polite
email or phone call to
the hiring manager or
HR department can
reinforce your interest
and keep your
application top of
mind. Keep your follow-
up brief, referencing

the position you
applied for and
reiterating your

enthusiasm. However,
avoid being pushy. A
single follow-up is
appropriate; multiple
contacts can feel
overwhelming. If the
job posting says "no
calls," respect that
instruction and wait for
them to contact you.

CONCLUSION

Learning how to write a
letter to apply for a job
is an essential skill that
can significantly
improve your career
prospects. A
thoughtful, well-



structured application
letter shows employers
that you are serious
about the opportunity
and willing to invest
effort in your
application. By
preparing thoroughly,
tailoring your content
to each role, and
following formatting
best practices, you
create a powerful tool
that complements your
resume and helps you
stand out in a

12

competitive job
market. Remember
that every letter you
write is a chance to tell
your story and make a
connection. Take that
opportunity seriously,
and your job search
will be more
successful. Start
drafting your next
application letter today
using the strategies in
this guide, and you will
be one step closer to
securing the job you
want.
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